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As a parent, you are the number one influence on
your child’s career path. Research consistently shows
that high school students and graduates rank their
parents ahead of teachers and counselors as important
career planning resources. One of the most important
things parents can do to help students with career
planning is listen: be open to ideas, try to help your
student find information, and not be judgmental. The
earlier teens start thinking about what kind of career
they would enjoy, the better off they’ll be. Just because
they change aspirations every six months does not mean
they aren’t dedicated. They are trying on different
possibilities to find the right

they contact people in their personal and
professionals networks for information on
summer jobs.

Visit your child’s school counselor (with the
child) to assist in getting help and answers to
your questions. Ask what career development
activities are utilized at each level, such as
interest inventories, aptitude tests, etc. School
counselors can provide guidance with education
plans, career plans, and post-secondary plans.

Encourage your child to visit the career center.
If you hear, “You only go there when you are

a senior,” then it’s time to reassure them that
career services are not just for seniors, and
meeting with a career counselor can take place
anytime.

% Help your child keep post-secondary and

fit. Take each one seriously.

What support and advice
can parents provide for their
children?

% Allow your child to
make independent
decisions appropriate
for his/her age group
and maturity level.

% Career decision-
making begins with career awareness, then
exploration, and finally preparation. Help
your child to develop decision-making skills at
an early age. Allow your child to experience
both the positive and the negative (but not
dangerous) outcomes of the decisions.

% Direct your child to the many different
opportunities available. Encourage your child to
observe people working, to read about different
occupations, and to interview others about their
work. Help arrange job shadow opportunities
in occupations in which he/she is interested.
Introduce your child to people who have the
careers/jobs that are of interest. Suggest that

*

occupational doors open
by fostering and modeling
positive attitudes towards
learning. Support and
encourage your child to:

e Assess interests and
aptitudes (natural talents or
abilities);

e Explore a variety of
activities to develop all
types of skills. Do not
underestimate your child’s
learning potential;

e Gain basic transferable skills, such as:
reading, writing, mathematics, listening,
speaking, creative thinking, decision making,
problem solving, seeing things in the mind’s
eye, knowing how to learn, reasoning,
responsibility, self-esteem, sociability, and
self-management.

Investigate and visit various post-secondary
schools with your child. Completing some of the
basic requirements at a lower-cost school may
enable you to stretch the education dollars.

Choose a variety of options for discussion.
Include the major areas of interest, the amount
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of further education that will be needed, and the
different schools one may attend.

% Encourage your child to develop alternate plans.
Students need to recognize they are capable
of doing more than one type of work. Provide
living examples by pointing out persons you
know who have successfully changed career
directions in their lives.

% Develop people skills by modeling positive
ways of dealing with problems or working with
people.

The ways you manage your work, life, and
relationships will influence how your child responds in
similar situations. Encourage participation in student
organizations to learn and practice many different
relationship skills that will help contribute to success.

% Help your child realize there are many routes
and crossroads as he or she progresses towards
the career goal. The possibilities include any
combination of:

e Apprenticeship

e Onthejob training

e Technical schools

* Area vocational-technical schools
e Military training

e Two-year colleges

e Four-year colleges and universities

e Graduate and professional schools.

One thing you need is information—information
about your child’s career planning needs and about
career opportunities. A state or regional career guide
can be a good place to start.

When families and schools work together on
career development, children choose careers based on
interests and abilities. They can avoid decisions based
on stereotypes such as “jobs for women” and “jobs for
men.” School counselors and teachers can describe
career and education opportunities.

Counselors can introduce parents to programs
offered by the school, such as career days and
computerized systems for exploring careers. They can
also identify books to help adults and young people
make the right decisions.

Families and schools can work together as a team to
help children appreciate and value their own talents and
abilities. The challenge is to help your child direct his/
her energies and talents toward career goals.

Mid-Atlantic Guide to Information on Careers
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for Teachers

Introduction to Career Planning

Teachers play a vital role in opening the eyes of
students to how they can thrive beyond the classroom.
Students get tired of hearing you talk about the
opportunities—bring the dream to them. Guest
speakers can testify to the range of possibilities in their
own town and around the world.

Summer internships for teachers can give you
real-world experience that will fire kids up about what
happens in the world.

For students to be able to successfully choose among
career options, they must evaluate their interests,
abilities, and education. Developing a career plan is
often a lifetime project. Students must continually
evaluate the options available to them and be able to
adjust and adapt to the ever-changing conditions in the
workplace.

Here are some proven methods used to enhance
occupational awareness, broaden students’ conceptions
of career selections, and instill the importance of
acquiring marketable skills.

% Have students discuss their goals and
expectations.




Have students ask themselves: “What would |
want to do when | go to work?” Remind them

that they should begin to examine their options

early.

Discuss with students how their goals and
priorities can affect their careers.

Help students explore their occupational
interests and goals. Assist them in completing
an occupational interest inventory.

Discuss with students the importance of a
positive and professional attitude for success in
the workforce.

Help students develop their expectations and
aspirations into promising career choices.

Have guest speakers
come to the classroom
and discuss their
occupations with the
students. Enlist help
from friends, neighbors,
and family to find people
in different occupations.

Career Development and
Exploration

% Help students identify, locate, and use the

abundant resources available to further their
career exploration. Encourage them to explore

employment/mathcamps.html; and for
science buffs, try Science Service (www.
sciserv.org) for a list of science fairs,
scholarships, and a magazine. The National
Association of Manufacturer’s (www.gettech.
org) has a career page for students. Another
great resource for hands-on science lesson
plans is www.teachervision.com. For helping
students use teamwork to problem solve, go
to the Odyssey of the Mind website (www.
odysseyofthemind.com).

Construction—students could be challenged
to work within a budget to build a home.
Teachers can receive a free copy of the CD-
ROM Building Homes of Our Own at www.
homesofourown.org. Teachers can apply for
grants to fund special projects for students at
www.actuarialfoundation.org/grant.

Energy—occupational information can be
found on many websites.
Good places to download
information booklets on
different sources of energy
are: the National Energy
Education Development
(NEED) Program website
www.need.org; the Energy
Information Administration
website www.eia.gov/kids;
and the National Science
Teachers Association website
www.nsta.org.

Science, technology, engineering, and math—
interested students could be challenged

by participating in programs such as the
West Point Bridge Design Contest. Teams

newspaper employment ads, the Internet,
libraries, job placement agencies, regional
agencies, and materials from their vocational
guidance counselor.

design a virtual bridge and test its design
capabilities. Free software is available on line
at bridgecontest.usma.edu. Students ages

13 through grade 12 are eligible to compete
for prizes. Another possibility for teachers to
bring science into the classroom is the “World
in Motion” program, which was developed by
the Society of Automotive Engineers. Each
module usually takes eight weeks and can

be incorporated in the science curriculum.
Modules are available at www.awim.org.

% Have students visit businesses or agencies to see
what an actual work environment is like and to
interview people working in various occupations.

% Specialized career area activities for both

teachers and students: e Health care—students may enjoy exploring

how the role of hand washing influences the
spread of disease. At the start of class, have

e Advanced manufacturing—check out
summer math programs at www.ams.org/
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one student dip his or her hands into Glo
Germ, a powder that represents pathogens
and glows under the ultraviolet light (DMA
International, Moab, Utah, www.glogerm.
com). Then give students an activity that
involves sharing of equipment, and examine
each student’s hands under an ultraviolet
light. For each student, record the areas

of the hands that lit up under the light.
Follow-up with a discussion on how cleaning
equipment and hands between uses could
have slowed the spread of the powder. A
detailed lesson plan is available on the
National Library of Medicine’s “Changing the
Face of Medicine” site (www.nIm.nih.gov/
changingthefaceofmedicine/).

Have students interview a person who is working
in the occupation they are interested in entering.
Each student could then write a paper and give a
presentation in class on what they learned from
the interview.

Use role-playing to improve interviewing skills
and techniques and increase occupational
awareness. Schedule presentations on selected
occupations.

Once the students have chosen the schools

or training in which they are interested, have
them write a letter requesting information and
applications.

Concentrate on topics such as:

e key skills and aptitudes for various
occupations;

e salaries and compensation packages;

e opportunities for advancement and lateral
mobility; and

e education preparation, technical training, and
professional requirements.

Use “Help Wanted” ads and job listings from
public sources. Help students determine what
additional information should be collected to
successfully pursue a position.

Construct résumés and discuss methods to
highlight strengths and downplay shortcomings.
Have students select positions from the “Help
Wanted” ads or job listings and write a résumé
and cover letter to apply for them.

Students should be able to communicate
effectively within a business environment. They
should anticipate questions they may have

to answer during an interview and work on
appropriate responses.

Have students complete an application for
employment.

Have students come to school dressed in
appropriate attire on a designated “interview
day.”

Students should write sample follow-up and
thank-you letters and be reminded to send one
after an interview.

Assign students various education/training
levels, have them choose careers within those
levels. Have them discover where they would
find work, the types of work, and the following:

e Skills/education/training requirements;

¢ How to find employment—job search,
résumé writing, reading classified ads, and
filling out applications, interviews;

e What type of pay they would receive;
e  Work environment;

e How to calculate what their net pay would
be; and

e How to budget their pay.

Obtaining and Keeping a Job
Once the students have gathered all of the

* Guide students in practicing basic office skills information, then have them discuss their findings as a

and proper business etiquette, and in learning group.
employers’ expectations and employees’ rights.
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The World of Work
o

The long-term shift from goods-producing to
service-providing employment is expected to continue.
Occupations for the future will center around the
information, energy, high-tech, healthcare, and financial
industries. They promise to create a new occupational

structure and vocabulary relating to computers, robotics,

biotechnology, lasers, and fiber optics. As these
fields begin to apply new technologies to developing
innovations, they in turn
will generate other new 1
occupations. While most

new occupations are “ l

not major growth fields,
and because they do not
initially generate a large
number of new jobs, they
will present individuals
with fascinating new
opportunities to become
leaders in pioneering
fields and industries.

;’ a.

Expansion of service-
providing industries is
expected to continue,
creating demand for
many occupations. However, projected job growth
varies among major occupational groups.

Professional and related occupations. Professional
and related occupations will grow the fastest and add
more new jobs than any other major occupational
group—a 21.2 percent increase. About three-quarters
of the job growth will come from three groups of
professional occupations—computer and mathematical
occupations; healthcare practitioners and technical
occupations; and education, training, and library
occupations.

Service occupations. Food preparation and serving-
related occupations are expected to add the most jobs
among the service occupations; however, healthcare

support occupations are growing the fastest, adding 1.2
million new jobs—a 19 percent increase.

Management, business, and financial occupations.
An increase of 14.4 percent increase will be seen for
these occupations. Among managers, the numbers
of preschool and childcare center/program education
administrators and of computer and information systems
managers will grow the fastest. General and operations
managers will add the most new jobs.

Construction and extraction occupations.
Employment of these workers is expected to grow 12
percent. Construction trades and related workers will
account for more than three-fourths of these new jobs.

Installation,
maintenance, and
repair occupations.
These occupations
will grow by 11.4
percent. Automotive
service technicians
and mechanics and
general maintenance
and repair workers
will account for half
of all new installation,
maintenance, and
repair jobs.

Transportation
and material moving
occupations. The number of workers should grow 11.1
percent. Among transportation occupations, motor
vehicle operators will add the most jobs. Material
movers will grow 8.3 percent.

Sales and related occupations. These occupations
are expected to add 1.5 million new jobs by 2014,
growing by 9.6 percent. The majority of theses jobs will
be among retail salespersons and cashiers.

Office and administrative support occupations.
Employment in these occupations is expected to increase
by 5.8 percent. Customer service representatives will
add the most new jobs. Desktop publishers will be
among the fastest-growing occupations, increasing by
23.2 percent over the decade.
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Some emerging occupations are:

Anesthesiologist Assistants
Clinical Data Specialists
Clinical Research Coordinators
Electronics Engineering Technologists
Geospatial Information Systems Technicians
Histotechnologists and Histologic Technicians
Industrial Engineering Technologists
Investment Fund Managers
Loss Prevention Specialists

Managers of Quality Control Systems Web Developers

Tbg
[_"_volvi ng Work World

As job patterns change and become more irregular,
workers are experiencing a greater number of transitions
throughout their working lives. One worker in three
changes jobs every five years. About nine percent of
employees change employer every year. Technological
developments mean that they must be able to adapt to
new ways of working, update their skills, and take part in
lifelong learning. More and more, workers also need to
be prepared to move to another town, region, or state to
enjoy better access to job opportunities.
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As tools of the new economy, the Internet and
the World Wide Web are changing the way people
educate themselves, plan careers, and search for
work. Information on job openings, company profiles,
job-search techniques, résumé postings, education
and training programs and courses, distance learning,
financial aid, and career planning are all available on the
Internet at sites sponsored by private and public sectors.

While the current new economy is an information-
based economy, a biology-based economy grounded
in physics, chemistry, and engineering is emerging.
Careers requiring extensive knowledge of the biological
sciences, already found in the agricultural, food,
health care, and pharmaceutical industries, will grow
throughout the next new economy.

Online learning is
becoming increasingly
popular, but with some
cautions. Learning portals
offer flexibility, access,
diverse work groups,
just-in-time training, and
convenience. However,
e-learning raises questions,
such as: How do you identify
exactly what piece of
information or training you
need when you need it?
Often, those seeking training
or information do not know
what it is that they need to
know.

Education requirements are increasing. The
number of industries that hire many college graduates
is increasing. The percent of workers employed in
industries that require a high level of education is
rising. Occupations that require a bachelor’s degree
will increase from 12 percent of total employment to 13
percent over the next 10 years.

Switching jobs and careers has become standard,
and it is easier to do than ever. The Bureau of Labor
Statistics says the results of their 20-year longitudinal
study show that on average the workers studied held
9.6 jobs from age 18 to age 36. From age 33 to 36, the
average number of jobs held was two.

Jobs in the service-producing sector continue to
increase. Four times as many people work in industries
that provide some type of service, as do those who work
in industries, which provide some type of goods.

The workforce is more diverse. Women and
minorities now represent larger shares of the working
population, as their participation rates increase. About
46 percent of all workers in the United States are
women, and about 16 percent are minorities, according
to Bureau of Labor Statistics data.

Occupations with the largest job growth from
2000 to 2010 have a range of education and training
requirements, but occupations that require short-term
on-the-job training far
outnumber those which
require post-secondary
education. Some examples
are food preparation and
service workers, cashiers,
waiters, retail salespersons,
office clerks, and nursing
aides. Although entry to
most of these jobs does
not require a high level of
education, workers in these
jobs must be able to read
and understand directions,
be proficient in basic
mathematics, speak and
think clearly, and adapt to
changes in job duties.

People without any post-secondary education who
are looking for traditional blue-collar jobs have fewer
job choices. As skill levels rise and machinery replaces
workers, there are fewer of the high-paying, semi-skilled,
but often-dangerous, industrial jobs. These people must
be willing to consider other options.

Jobs are changing! Some futurists think work in
the future will not be structured around occupations
at all. Others think advanced software systems and
robots will eliminate the need for many types of
workers. Just as the jobs of many blue-collar workers
were eliminated at the emergence of the new economy,
white-collar workers can expect to be affected by recent
technological advances.
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There are many types of work arrangements.
Most workers are employees of the organization in
which they carry out their assignments. Others are
in some type of alternate work arrangement, such as
part-time or temporary work, freelancing, or flex time.
The type of jobs that use alternatives to traditional
work arrangements include independent contractors,
consultants, on-call workers, and workers who are on the
payrolls of outsourcing contract firms.

Technological boundaries that once made industries
easily identifiable are disappearing. Many technologies
and work processes that began in a specific industry are
now used in other industries. Knowledgeable people can
often search for work in many different industries.

Personal needs of some employees are receiving
more attention as benefits are customized. Some firms
provide such services as childcare, counseling services
for employees, and wellness/physical fitness programs.
Many employees have the opportunity to select from a
menu of benefits.

The benefits gap is wide. Some low-wage workers
have a very limited number of benefits or none at all.
This situation contrasts greatly with the benefits offered
to other workers.

Employment is more secure for employees with
skills that are transferable to new work situations than
for workers who have a limited number of transferable
skills. The generalist with strong work skills and the
capacity to learn new ones can increase the likelihood of
long-term employment opportunities.

Mid-Atlantic Guide to Information on Careers

Work invades the home and increases at the office,
according to a Stanford University study. A preliminary
report says workers have reported an increase in their
work at home and no decrease in their hours at the
office.

Although there is a labor shortage, some workers
face challenges such as job insecurity, unemployment,
underemployment, balancing work and family roles,
discrimination and harassment, competing for a
job or career advancement in a highly competitive
environment, and adjusting to boring, low-paying, dead-
end jobs.

Some workers will have to retrain for other
occupations, relocate, or leave the workforce because
of downsizing in their industries due to technological
developments, economic changes, foreign competition,
or environmental concerns.

Today’s jobs require a broader set of skills as
workers navigate in an economy more dependent of
brains than brawn. Thinking skills and people skills are
more important. Motor skills are less important. The
basic skills of reading, writing, and math are crucial,
but not enough to ensure workplace success. Workers
now must define and solve problems; quickly find
and assimilate relevant data; reorganize information;
discuss findings; work collaboratively with others to find
solutions; and understand the social, organizational, and
technological systems being used in their workplace.




As employers and jobs change, workers must be
able to adapt to new conditions.

Today’s workplace is a place of constant and rapid
change. Though technology is the major driver of such
change, it is not the only one. Constant change requires
flexibility and adaptability, particularly in the face of
cross-training, the trend toward temporary work, and
the competition-driven need for non-traditional work
hours in service-oriented occupations.

Almost fifteen years ago, the Conference on the
Future of the American Workplace meeting in Chicago
concluded, “Growing foreign competition, rapidly
changing technology, and shifting consumer preferences
are radically altering the rules for competing in the global
marketplace.” The marketplace is merciless, putting
limits on how generous or protective an employer can
be. The ability of a company to compete relies on the
ability of its workers. This means that the workers need
to be creative and have ingenuity and problem-solving
skills. Workers must have critical traits for lifestyles
above poverty: basic life skills like punctuality, grooming,
a positive attitude, independence and initiative, and a
strong work ethic. They must not be afraid of change
and have a willingness to continue learning.

Organizations are flattening out, shedding layers of
management. This allows for faster decision-making.
Smaller-scale, decentralized units will be seen more
often. The thought is that smaller units can better adapt
to high-velocity change. There will be the need for more
part-time or contract workers.

The new economy requires new strategies for
career planning.

Don’t stop thinking about tomorrow! Who you
are tomorrow will be determined by what you do
today. What you do today depends upon your view of
tomorrow. Your view of tomorrow depends upon your
personality, your life experiences, your understanding of
the world around you, and your responses to it. A key
fact of the world around you is that a new economy is
emerging, unevenly, around the world. We are a world
in transition.

Many terms are used to describe the new economy,
including knowledge economy, information economy,
digital economy, global economy, e-economy, Internet
economy, office economy, churn economy, experience
economy, entrepreneurial economy, high-tech and soft-
touch economy. But what is it? What difference does it
make to you at your stage of career development?

Each of the terms above captures some features of
the new economy. For example, more people now work
in offices than any place else. The economies of most
nations are more global than ever, with a greater flow
of money, goods, ideas, services, and workers across
country borders. The computer, telecommunications,
and the Internet are dominant, making for a digital
economy.

The term “new economy” is a shorthand way of
saying that the types of industries and occupations
in the economy and their relative importance have
changed. The progress of the information technology
revolution is rapidly spreading throughout the
economy. Globalization and new methods of economic
competition are apparent. The structure of the economy
has changed.

The way the economy functions and the rules by
which it operates have changed significantly in recent
years. The new economy is constantly changing. Jobs
are being created and destroyed at a rapid rate. Firms
may grow rapidly and go out of business just as fast.
Many workers, job seekers, and their families have spent

Mid-Atlantic Guide to Information on Careers



many years dealing with wage stagnation and wage
inequality.

The new economy is about new industries, advance
technologies, new ways of organizing work, new skills
and lifestyles, great opportunities, global competition for
jobs and workers, and the movement of jobs around the
world. Depending on your age, the new economy may
be the only economy you have ever known, or it may be
the one to which you are adapting.

Unlike the “old economy,” the structure of the new
economy is not primarily industrial. Its characteristics
are less national, stable, hierarchical, and bureaucratic
than the old economy. Instead, industries and
occupations where services, ideas, innovation, speed,
global reach, and new technologies predominate are
particularly strong.

Risk, as in starting a new business, or changing
careers; constant change, as in the convergence of
once-discrete industries and products and as in the
obsolescence of products and some once-accepted
tenets of science-based knowledge; and uncertainty,
such as not knowing if a new technology will work as
predicted, are common. Creativity and diversity are
valued. Work teams and learning networks are the
newer modes of operating in 21%-century firms. Each of
these features has some impact upon successful career
planning.

As the economy changes and job security declines,
career planning is an individual responsibility and a
lifelong process. Planning once for life, mastering a
set of relatively narrow skills, expecting employers to
provide an internal career ladder, and believing you
have finished your education do not work in the new
economy.

What matters in the new economy is the ability to
add value and to sell that value. Knowing how to do
something very well (having skills and competencies)
in an area in demand in the workplace will work. Being
able to use several skill sets at once is valued. Having
skills that can be transferred is valued.

Everybody needs an action plan to reach each career
destination. Like a road map, a plan of action is written
and detailed. Using it means having a destination
(a goal) in mind, tools and resources to use, and the
knowledge and skills to use them.

In the new economy, knowledge of labor market
information (the world of work)—what it is and where to
find it—is as important as self-knowledge. As knowledge
and processes change more rapidly than ever, life-long
learning, strong career decision-making skills, having an
entrepreneurial attitude toward your career, and flexible
career planning are winning strategies for life in the new
economy.
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The concept of entrepreneurship has a wide range
of meanings. On the one extreme an entrepreneur is
a person of very high aptitude who pioneers change,
possessing characteristics found in only a very small
fraction of the population. On the other extreme of
definitions, anyone who wants to work for himself or
herself is considered to be an entrepreneur.

The word entrepreneur originates from the French
word, entreprendre, which means “to undertake.” In
a business context, it means to start a business. The
Merriam-Webster Dictionary presents the definition of
an entrepreneur as one who organizes, manages, and
assumes the risks of a business or enterprise.

An entrepreneur is a person who has decided to
take control of his future and become self-employed—
whether by creating his own unique business or working
as a member of a “team,” as in multi-level marketing.

Entrepreneurs:

% Are careful about money. They always know
how much money they have, and they know the
value and cost of things so they recognize a real
bargain. Most entrepreneurs earned money
when they were teenagers—babysitting, mowing
lawns, delivering newspapers, sacking groceries,
etc.

% Are competitive by nature. Many were active
in sports and other competitions in high school
and college. Others were competitive in wanting
to make good grades, earn the respect of their
parents and teachers, and achieve goals.

% Believe in the old adage, “the early bird gets the
worm.”

% Are risk-takers who trust their hunches and
act on them.

% Have a “head for business.” They are always
thinking of new ideas and
new ways to make money or
increase their business and
are not afraid to put these
ideas to use.

% Are usually loners rather than joiners. They
prefer a solitary work environment.

% Are usually honorable people who do business
based on a handshake or a promise.

»*

Set aside time for leisure activities and family.

% Don’t retire. They may sell or change their
business, thinking they will retire, but always
jump back in with a new project.

% Are professional. When they are working, they
don’t let outside influences distract them.

% Are people who have high energy, feel self-
confident, set long-term goals, and view
money and financial security as a measure of
accomplishment and piece of mind.

% Compete with themselves and believe that
success or failure lies within their personal
control or influence. They do not see
nonsuccesses as failures but as learning
experiences.

Most of all, entrepreneurs never give up and never
quit striving for success.

If you fit most of these criteria, you have what it
takes to be an entrepreneur. Success comes mainly from
educating yourself and—A LOT OF HARD WORK!

One of the first steps in starting a business is to
develop a business plan of goals and objectives. The
soundness of your business plan will depend a great
deal on your personal knowledge, experience, and ideas.
Developing a good, flexible business plan will often
determine whether your business will succeed or fail.
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Consider the following as you decide whether
entrepreneurship is for you:

Cautions

1.

2. To help you with your success, check out legal
and tax requirements before starting a business
venture. Experienced entrepreneurs can help
you.

3. Running a profitable business can take a lot of
time. Analyze your time priorities.

4. Making a profit is very rewarding, but never
guaranteed.

Benefits

1. Being an entrepreneur allows you to “be in
charge,” use your creativity, and do work that
you truly enjoy while earning money.

2. It can teach you essential work skills, enhance
your résumé, and let you explore career options.

3. It can prepare you for an entrepreneurial career.

4. It can provide freedom and choices that allow

Always put schoolwork first. Young
entrepreneurs need a solid education.

you to set your own goals and limits.
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Misconceptions
1.

3.

Successful entrepreneurship needs only a great
idea.

Entrepreneurship is easy.

Entrepreneurship is a risky gamble.
Entrepreneurship is found only in small
businesses.

Entrepreneurship ventures and small businesses
are the same thing.

Rewards

1.

NNk wN

High degree of independence—freedom from
constraints

Get to use a variety of skills and talents
Freedom to make decisions

Accountable only to yourself

Opportunity to tackle challenges

Feeling of achievement and pride

Potential for greater financial rewards

Challenges

1.

AN el

Must be comfortable with change and
uncertainty

Must make a bewildering number of decisions
May face tough economic choices

Must be comfortable with taking risks

Need many different skills and talents

Must be comfortable with the potential of failure



Reading: Successful applicants for the vast majority
of jobs must be able to read, understand what they are
reading, and apply this understanding.

Math: Workers need to be able to do basic math,
including word problems.

Writing: The demand for workers who can write
clearly has increased in almost every occupation.
Writing clearly includes using correct spelling and
grammar in order to convey ideas to coworkers, clients,
and customers.

Speaking: The ability to convey one’s meaning
clearly is vital to successful oral communication in both
formal and informal contexts.

Computer Literacy: Computer literacy includes
knowing how computers operate and what they can
do; familiarity with word processing, spreadsheet, and
database software; carrying out basic hardware-related
tasks; and recognizing the difference between operator
error and computer-caused problems.

Reasoning, Problem-solving, and Decision-making:
Successful problem-solving and decision- making require

using logic to solve problems and make decisions based
on an understanding of how and why things work the
way they do.

Understanding the Broader Picture: In order
to make intelligent decisions, employees need to
understand how their work fits into the wider picture
and contributes to the broader aims and goals of the
organization.

In addition to these basic skills, employers are
looking for a number of personal qualities.

A Good Work Ethic: To employers, a good work ethic
means good attendance, promptness, the flexibility
to meet employers’ changing requirements, having a
positive attitude, and, making an effort to do the job
thoroughly and well.

A Positive Attitude: The positive attitude employers
want includes cooperativeness, taking direction and
correction willingly, eagerness to learn, being pleasant
and polite, and, in particular, getting along with others.

Independence and Initiative: Showing independence
and initiative means working without the need for
constant supervision—finding things to do on one’s own,
making suggestions, and being interested in making
things work better.

Self-presentation: Self-presentation means making a
good impression—wearing appropriate clothes, speaking
well, and being courteous and professional.
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Changing technology and the vast change in
economic conditions have altered the complexion of
workforce expectations. Additionally, in the aftermath of
downsizing and layoffs, thousands of workers have been
thrust into the unenviable position of searching for a
new job. Whether we are searching for our very first job,
changing jobs, seeking to keep the job we have, or trying
to earn a promotion, the same set of guidelines apply.
While skill and experience are primary qualifications, our
ability to adapt to change, to hone our skills, and to work
as members of a team will enhance our ability to obtain
and retain employment. The seven rules, listed below,
are largely supported by feedback from employers. The
rules describe the essential characteristics of valuable
employees.

1. Jack/Jill of All Trades

The most employable worker is the multi-skilled,
versatile worker. Gaining a general knowledge of other
work areas in the business leads to better decision-
making and high productivity. It also markets you for a
variety of positions and responsibilities that will advance
your career.

2. Get an Edge, Keep It Sharp

Identify what you do best and continuously strive to
improve upon and upgrade your skills, particularly in the
area of technology.

3. There’s No “I” in Team

Today’s workforce is not a battle of “everyone for
himself” It is a partnership of employees who can
interact with each other and apply their individual
strengths for the good of all.

4, Born to be Wired

There is no substitute for computer and technology
skills. Your ability to understand and adjust to changes
in technology will be critical in keeping pace with
occupational shifts that inevitably occur.
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5. Watch Your Language!

Communication is a cornerstone of good business
and employee relationships. The ability to express
oneself clearly and precisely is one of the skills
employers value the most. The best way to improve this
skill is by thinking before you speak.

6. May | Help You?

The ability to maintain good customer relations is
not only good for business, it is one of the most sought-
after skills in any business. This also applies to treatment
of co-workers; a kind word or offer of assistance is
invaluable.

7. Networking Works

You will always benefit from building a rapport with
people both inside and outside the workplace. This
truly is a small world, and there is no doubt that your
connections will be good for business as well as your
own career goals.



Career Planning
fora l_pcelong Journey

A career is defined in the American Heritage
Dictionary as “the general course or progression of one’s
working life.” From the start you will need to have a
clear idea of the kind of career path you would like to
follow.

Good career planning can lead to a satisfying career.
However, the career planning process is changing as the
workplace changes. In this process, think of multiple
career paths, rather than a single occupation, and think
of yourself as an individual with a variety of skills rather
than one specific
occupational title.
Career planning is
not an activity that
should be done
once—in high school
or college—and
then left behind as
we move forward
in our jobs and
careers. Rather,
career planning is an
activity that is best
done on a regular
basis—especially
given the data that
the average worker
will change careers (not jobs) multiple times over his or
her lifetime. And it’s never too soon or too late to start
your career planning.

Actually, you have been in the process of career
development since before you were in kindergarten.
You've had responsibilities—chores—as a family
member; you’ve been part of neighborhood or club
activities; and you’ve gone to school. Kansas State
University professor Ken Hoyt describes this process
as “womb to tomb” or “twinkle to wrinkle.” Career
planning is a continual process. Once you understand

the process, you can use it to make sure that your
choices lead to satisfying changes. Also, remember, it’s
in your best interest to remain flexible and explore your
options.

Make career planning an annual event. You can’t
plan your whole life ahead of time. Find a day or a
weekend once each year—more often if you feel the
need or if you're planning a major career change—and
schedule a retreat for yourself. Block out all distractions
and focus on your career—what you want out of your
career, out of your life.

During your planning time, map out your path since
the last career planning session. While you should not
dwell on your past, taking the time to review and reflect

on the path will
help you plan for
the future.

Reflect on your
likes and dislikes,
needs and wants.
Change is a fact

of life; everybody
changes, as do our
likes and dislikes.
Something we
loved doing two
years ago may not
give us displeasure.
So always take
time to reflect

on the things in
your life—not just you job—that you feel most strongly
about. Make a two-column list of your major likes and
dislikes. Then use this list to examine your current job
or career path. If your job or career choice falls mostly
in the like column, then you know you are on the right
path; however, if it doesn’t, now is the time to begin
examining new jobs and career choices.

Finally, take time to really think about what it is you
want or need from your career. Are you looking to make
a difference in the world? To be famous? To become
financially independent? To effect change? Take the
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time to understand the motives that drive your sense of
success and happiness.

Examine your pastimes and hobbies you like to do
when you’re not working. It may sound a bit odd, to
examine non-work activities when doing career planning,
but it’s not. Many times hobbies and leisurely pursuits
can give you some ideas for future career paths.

Make sure to note your past accomplishments.
Most people don’t keep a very good record of work
accomplishments and then struggle with creating a
powerful résumé when it’s time to search for a new
job. Making note of your past accomplishments is not
only useful for building your résumé, it’s also useful
for career planning. Sometimes reviewing your past
accomplishments will reveal forgotten successes, one
or more which may trigger researching and planning a
career shift so that you can be in a job that allows you
to accomplish the types of things that make you most
happy and proud.

Look beyond a job for transferable skills. Every
job requires a certain set of skills, and it’s much better
to categorize yourself in terms of skill sets than to be
focused on just job titles. The concept of transferable
skills is a vital job-search technique that all job seekers
should master, though the concept is especially
important for career changers and college students.
What are transferable skills? Simply put, they are skills
you have acquired during any activity in your life—jobs,
classes, projects, parenting, hobbies, sports, virtually
anything—that are transferable and applicable to what
you want to do in your next job.

Develop a road map for your job and career success.
A major component of career planning is setting short-
term and long-term career and job goals. Once you
initiate this process, another component of planning
become reviewing and adjusting those goals as your
career plans progress or change—and develop new goals
once you accomplish your previous goals.

It’s somewhat of a cliché, but information really does
lead to power and success. Never pass up chances to
learn and grow more as a person and as a worker; part
of career planning is going beyond just acceptance of
training opportunities to finding new ones that will help
you enhance or further your career. Look for types of
educational experiences that will help you achieve your
career goals. Look within your school, your company,
your professional association, as well as online distance
learning programes, to find potential career-enhancing
opportunities—and then find a way to achieve them.
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Research further career/job advancement
opportunities. Picture where you would like to be in
a year. In five years. A key component to developing
multiple scenarios of that future is researching career
paths.

So what should you be doing right now?

* Write down ten qualities that create
a portrait of you. Would your friends
recognize you from your description?

* List five strengths and five weaknesses.
Obviously your strengths are important,
but so are your weaknesses. Are they
things you need to improve in order to
reach a goal?

% Describe three experiences that taught
you something about yourself. Identify
the one that gave you the greatest sense
of achievement or satisfaction and write a
clear sentence that states why.

* Make a list of ten things that you’re
passionate about. What classes have been
especially interesting? What activities
pass the “time flies” test—where you're so
absorbed in something that you don’t even
notice how much time is passing? This list
of interests can become your springboard
to careers.

% Browse major and career profiles. What
does a biomedical technician really do?

Does the future look bright for computer

programmers? {4




An
(verview of O ccupations

A Key To Reading The Following Occupational Chart (Pages 19 - 46)

Occupation
Description/Program
Cluster:

This column gives
occupational titles and
a brief job description.
The actual job duties
in any occupation

will depend upon

the employer, the
position, the training,
and experience of

the employee. Find
the program cluster

in the Index below to
locate the appropriate
education/training
program cluster that
prepares you for this
occupation.

Employment Outlook/
Annual Income:

This column describes
the future demand for
workers for the entire
United States (US). In
addition, the US annual
average/median salary
for each occupation is
listed.

If the US or Virginia
reads:

¢ Much faster than
average—employment
is expected to increase
21% or more.

¢ Faster than
average—employment
is expected to increase
14-20%.

e Average—
employment is
expected to increase
7-13%.

¢ Slower than
average—employment
is expected to increase
up to 3-6%.

¢ Decline—
employment is
expected to decrease
3% or more.

Program Cluster Index

Sources of Additional
Information:

No single publication
can completely
describe all aspects

of an occupation.

Thus, lists of some

of the associations,
government agencies,
unions, and other
organizations with their
websites.

Related
Occupations:

This column provides

a list of occupations
that are similar in work
performed on the job.

Hiring Practices:

This column provides
hints regarding

what the employer
wants when hiring.
Preferred specific
training, minimum
requirements,
preferred experiences,
required licensing, and
types of employers that
have a need for the
occupation are given in
this column.

AFN—Agriculture, Food, and Natural Resources 48 H/T—Hospitality and Tourism 52
A/C—Architecture and Construction 48 HS—Human Services 52
ATC—Arts, A/V Technology, and Communications 49 IT—Information Technology 53
BMA—Business Management and Administration 49 LPCS—Law, Public Safety, Corrections, and Security 53
E/T—Education and Training 50 MFG—Manufacturing 54
FIN—Finance 50 MKT—Marketing, Sales, and Service 54
GPA—Government and Public Administration 51 STEM—Sci.ence, Technology, Engineering, and 55
Mathematics
HEALTH—Health Science 51 TDL—Transportation, Distribution, and Logistics 55
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repare Yourself—
Get an Eclucation

Career Planning begins with Education
Planning.

Every spring, thousands of students make very
important career choices when they register for the
next year’s classes. Many times these choices are made
without much thought for the future. Poor education
planning can be compared to a stream of water flowing
down a hill, following the path of least resistance. If you
only follow the path of least resistance, the minimum
number of classes, you may be shutting many doors
to a successful future. Like the little stream floating
downhill, floating through high school can be disastrous.
High school MUST be viewed as a critical phase that
determines your career future. You must pick classes
as if your livelihood depends upon it—because it does.
Each time you do not take a subject, you close a door
to a career opportunity. Your high school courses
provide the education foundation upon which you build
your occupational choices. Do some serious planning.
Prepare your career goals and select the high school
courses that will enable you to reach these goals. When
choosing your high school courses, keep the following in
mind:

% Take as many classes as possible. The more
education experiences you have, the more
opportunities you’ll be aware of.

% Have a career goal in mind. Plan what classes
you need and when you need to take them.

% Join clubs, organizations, and youth groups.
This is where students learn the leadership skills
necessary for their working world success.

% Try your best in all classes. Effort is as important
as grades for success.

Mid-Atlantic Guide to Information on Careers

Employers are usually not interested in people who
present themselves as wanting and able to do any job.
They are interested in hiring people who can relate
their specific skills to specific occupations. If you apply
for jobs working in these occupations, you will be able
to market yourself better and save yourself time and
rejections in your job search. Listed on the following
pages are jobs that can help you. These examples were
picked because over 85 percent of all U.S. workers are
employed in one of these jobs. But many other jobs
exist for each cluster.




AFN

Agriculture, Food, and Natural Resources

The agricultural, food, and natural resources
industries, prepares learners for careers in the planning,
implementation, production, management, processing
and/or marketing of agricultural commodities,
including food, fiber, wood products, natural resources,
horticulture, and other plant and animal products.

It also includes related professional, technical, and
educational services.

Agricultural Chemical Dealer * Meat Cutter-Meat Grader
Agricultural Educator Park Manager
Botanist Pest Controller
Environmental Engineer Plant Pathologist
Equine Manager Poultry Farmer

Farm Manager Produce Buyer

L P P S S .
* %

Forester Veterinarian

% Health and Safety Sanitarian

Sources for additional information:

American Society of Farm Managers and Rural Appraisers: www.asfmra.org
American Society of Agronomy: www.agronomy.org

American Society of Landscape Architects: www.asla.org

American Veterinary Medical Association: www.avma.org

National Mining Association: www.nma.org

Architecture and Construction

The construction cluster prepares learners for
careers in designing, planning, managing, building, and
maintaining the site environment. People employed
in the cluster work on new structures, restorations,
additions, alterations, and repairs.

Interior Designer

* Architect *

* Bricklayer % Painter

* Carpenter % Plasterer

* Civil Engineer % Plumber

% Construction and Building Inspector * Roofer

% Contractor % Safety Director

* Drywall Installer % Sheet-Metal Worker
% Electrician * Welder

Sources for additional information:

American Institute of Architects: www.aiaonline.com

Associated Builders and Contractors: www.abc.org

Associated General Contractors of Virginia: www.agcva.org

Associated Builders and Contractors, Virginia Chapter: www.abcva.org
National Association of Home Builders: www.nahb.com

Virginia Transportation Construction Alliance: www.vrtba.org
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Actor/Actress

Audio-video Designer and Engineer
Broadcast Technician

Commercial Artist

Computer Animator

Curator/Gallery Manager

* % o % % %

Director and Coach

*

Fashion Designer

Sources for additional information:

ATC

Arts, Audio-Video Technology, and Communications

The arts, audio-video technology, and
communications careers are divided into six pathways:
audio and video technology and film; journalism and
broadcasting; performing arts; printing technology;
telecommunications; and visual arts. Occupations can
include: designing, producing multimedia content,
including visual and performing arts and design,
journalism, and entertainment services.

% Journalist
Musician
Printing Equipment Operator
Public Relations Specialist
Radio and TV Announcer
Technical Writer

Web Page Designer
Writer/Editor

* % % %t % %

National Association of Broadcasters, Career Center: www.nab.org

Screen Actors Guild: www.sag.org
The National Dance Association: www.aahperd.org/nda
The Newspaper Guild: www.newsguild.org

BMA

Business Management and Administration

There are six pathways in the Business Management
and Administration cluster: Management; Business
Financial Management and Accounting; Human
Resources; Business Analysis; Marketing; and
Administration and Information Support. Business
Management and Administration careers encompass
planning, organizing, directing, and evaluating business
operations and are found in every sector of the
economy.

% Administrative Assistant
Advertising Sales Person
Bill and Account Collector
Business Consultant

E-Commerce Analyst

* % X+ %

Facilities Manager
% Human Resource Manager

Sources for additional information:
American Institute of Certified Public Accountants:
American Management Association:

Medical Transcriptionist
Office Manager
Personnel Recruiter
Public Relations Manager

Sales Representative

*
*
*
*
*
*

Wholesale and Retail Buyer

International Public Management Association for Human Resources:

National Management Association: www.nmal.org
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Assessment Specialist
Child Care Worker
Clinical Psychologist
Counselor

Curriculum Developer

b S 2 . R

Elementary School Teacher
% High School Teacher

Sources for additional information:

American Federation of Teachers: www.aft.org
National Education Association: www.nea.org
Virginia Education Association: www.veaweteach.org

E/T

Education and Training

The careers in this cluster include three pathways:
teaching and training; professional support services;
and administration and administrative support. EdT
occupations involve planning, managing, and providing
education and training services and related learning
support services.

L D S S .

Librarian

Library Assistant

Mathematics Teacher

Media Specialist, School Library
Physical Education Instructor
Teacher Aide

Vocational Education Teacher

FIN

Finance

Careers in the financial industry are found in
financial and investment planning, business financial
management, banking and related services, and
insurance services. The work environment for most of
these occupations is in an office setting and includes
planning, services for financial and investment planning,
banking, insurance, and business financial management.

Accountant

Actuary

Bill and Account Collector
Controller

Credit Analyst

* % % % % %

Debt Counselor

% Financial Planner

Sources for additional information:

American Bankers Association: www.aba.com
Federal Deposit Insurance Corporation: www.fdic.gov
Insurance Information Institute: www.iii.org
Securities and Exchange Commission: www.sec.gov
Securities Industry Association: www.siaonline.org

* % % o % %

Insurance Adjuster

Loan Officer

Market Research Analyst
Securities Sales Agent
Stock Broker

Trust Officer

Underwriter
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GPA

Government and Public Administration

Careers in public administration and government
services fall into seven pathways: governance; national
security; foreign service; planning; revenue and taxation;
regulation; and public management and administration.
The jobs can range from administrative executives, to
professionals, to clerical staff, to jobs such as postmasters
and tax examiners. Work conditions can vary, depending
on the budget of the governmental unit or locality.

* City Manager % Policy/Budget Analyst

* Court Clerk % Postal Mail Carrier

* Election Supervisor % Recreation and Parks Manager
% Foreign Service Officer * Tax Examiner

% License Clerk % Urban Planner

* Mail Clerk * Welfare Eligibility Worker

% Municipal Clerk

Sources for additional information:

International Association of Workforce Professionals: www.iawponline.org
National Association of Counties: www.naco.org

National League of Cities: www.nlc.org

The Council of State Governments: www.csg.org

HEALTH

Health Science

The occupations are found in five areas: therapeutic
services; diagnostic services; health informatics; support
services; and biotechnology research and development.
Almost half of the employment is found in hospitals, and
more than one-third are either in nursing and personal
care facilities or physician offices.

Home Health Aide

Medical Records Technician

Sources for additional information:

American Dental Association: www.ada.org
American Dietetic Association: www.eatright.org
American Medical Association: www.ama-assn.org
Virginia Health Care Association: www.vhca.org
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Physician Assistant

% Clinical Laboratory Technologist * Nurse

* Dental Hygienist % Occupational Therapist
% Dentist % Pharmacist

% Dietitian % Physical Therapist

% EEG Technologist % Physician

* *

* *

Radiologic Technician



H/T
Hospitality and Tourism

Hospitality and Tourism occupations fall into four
major paths: restaurant and food/beverage services;
lodging; travel and tourism; and recreation amusements
and attractions. Workers may plan and direct social
events or serve as escorts or guides. They also may be
concerned with the safety and needs of people who are
traveling or on vacation. Many of the jobs are seasonal or

part-time.
% Baggage Porter * Housekeeper
* Caterer * Leisure and Entertainment Manager
* Chef % Lodging Manager
% Desk Clerk % Museum Director
% Event Planner % Sports Promoter
% Flight Attendant * Travel Agent
% Food Service Manager * Waiter/Waitress

Sources for additional information:

American Society of Travel Agents, Education Department: www.astanet.com
National Restaurant Association/Educational Foundation: www.nraef.org
Virginia Hospitality and Travel Association: www.vhta.org

HS

Human Services

People working in the Human Services sector fall
within five areas: early childhood development and
services; counseling and mental health services; family and
community services; personal care services; and consumer
services. They may organize and lead group activities,
assist clients in need of counseling or crisis intervention,
or manage assistance programs. Almost half of the human
services workers are employed in private agencies offering
services such as crisis intervention, counseling, and adult
care.

Market Researcher

Buyer

Certified Financial Planner Psychologist
Cosmetologist Psychotherapist
Counselor Residential Counselor

Director of Childcare Facility Social Worker

* % % % % %

Employment Specialist Substance Abuse Specialist

* % ot % % % %

% Funeral Director Vocational Rehabilitation Counselor

Sources for additional information:

National Child Care Association: www.nccanet.org

National Association of Social Workers: www.socialworkers.org
American Association of Cosmetology Schools: www.beautyschools.org
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Animator

Database Administrator

Data Systems Designer
Information Technology Engineer

Network Administrator

* % O % ot %

Network Security Analyst

Sources for additional information:

IT

Information Technology

Occupations in this cluster are found in the network
systems, information support and services, programming
and software development, or the interactive media
areas. Most of the jobs are for computers systems analysts
engineers and computer programmers. A majority of
the work is done in an office setting; however, because
of available technology, work can be done from remote
locations using modems, e-mail, the Internet, and fax

machines.

b . P D S

Association of Information Technology Professionals: www.aitp.org

State Science and Technology Institute: www.ssti.org
Virginia’s Center for Innovative Technology: www.cit.org

Numerical Control Programmer
PC Support Specialist

Software Applications Specialist
Systems Analyst

Virtual Reality Specialist

LPCS

Law, Public Safety, Corrections, and Security

The people working in this cluster are found in
correction services, emergency and fire management
services, security and protective services, law
enforcement services or legal services. Some jobs
involve working under pressure or in the face of danger.
Workers must be able to talk and deal with all kinds of
people. A large portion of the people working in this
area are required to wear uniforms, and their work

hours are irregular, often including nights and weekends.

* Attorney

% Corrections Officer

* Dispatcher, Police, Fire, and Ambulance
% Firefighter

* Game Surveillance Specialist

% Hazardous Materials Responder

* Lawyer

Sources for additional information:
American Bar Association: www.abanet.org

Law School Admission Council: www.lsac.org
The American Jail Association: www.aja.org
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*
*
*
*
*
*
*

Loss Prevention Specialist
Paralegal

Paramedic

Police Detective

Police Patrol Officer
Private Investigator
Sheriff



MFG

Manufacturing

There are six pathways found in the manufacturing
cluster, they are: productions; manufacturing production
process development; maintenance, installation and
repair; quality assurance; logistics and inventory control;
health, safety and environmental assurance. Many of the
workers in manufacturing are trained on the job; however,
there are numerous occupations that require high
technical training and skills.

% Automated Process Technician * Machinist

* Boilermaker * Medical Appliance Maker
* Design Engineer % Pattern and Model Maker
% Environmental Engineer * Precision Metal Worker
* Food Batchmaker % Production Engineer

* Logistician % Tool and Die Maker

% Machine Tool Cutter % Traffic Manager

Sources for additional information:

American Apparel and Footwear Association: www.apparelandfootwear.org
American Electronics Association: www.aeanet.org

American lron and Steel Institute: www.steel.org

MKT

Marketing, Sales, and Service

The Marketing, Sales, and Service cluster
involves seven career pathways: management and
entrepreneurship; professional sales and marketing;
buying and merchandising; marketing communications
and promotion; marketing information management
and research; distribution and logistics; and e-marketing.
People in marketing or sales may work in a variety of
settings—stores, homes, offices, sales routes, or door-
to-door. Long shifts are typical and unusual hours are
common.

* Copywriter/Designer % On-line Market Researcher
% E-Commerce Director % Promotions Manager

* Field Marketing Representative % Retail Marketing Coordinator
* Forecasting Manager * Sales Executive

% Interactive Media Specialist * Shipping/Receiving Clerk

% Inventory Manager/Analyst * Telemarketer

* Logistics Manager * Trade Show Manager

Sources for additional information:

American Association of Advertising Agencies: www.aaaa.org
National Retail Federation: www.nrf.com

Sales and Marketing Executives International: www.smei.org
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STEM

Science, Technology, Engineering, and Mathematics

” There are two major pathways in this cluster—1)
science and mathematics and 2) engineering and
technology. Engineers use science and math to solve

[~ problems in construction, manufacturing, and other

industries. Both scientists and engineers spend time in

offices, but may also do extensive field work.

% Aerospace Engineer * Geologist
% Anthropologist % Geothermal Engineer
% Biomedical Engineer * Math Teacher
% Broadcast Technician * Metallurgist
% CAD Technician % Statistician
*

% Civil Engineer Surveying/Mapping Scientist

Sources for additional information:

American Geological Institute: www.agiweb.org

American Society for Engineering Education: www.engineeringk12.org
Marine Technology Society: www.mtsociety.org

NASA Education: http://education.nasa.gov/

The United States Geological Survey: www.usgs.gov

Biotechnology Industry Organization: www.bio.org

TDL

Transportation, Distribution, and Logistics

Workers in this cluster follow one of seven pathways:
transportation operations; logistics planning and
management; warehousing and distribution center
operations; facility and mobile equipment maintenance;
transportation systems/infrastructure planning,
management, and regulations; health and safety
management; and sales and service. Land transportation
is largely trucking, which links manufacturers and
consumers. Air transportation includes the major airlines
and commuting and sightseeing airline companies. Water
transportation involves both cargo and passenger lines.

% Able Body Seaman

Industrial Equipment Mechanic
Aircraft Mechanic Locomotive Engineer
Automotive Body Repairer Marine Captain
Automotive Mechanic Safety Analyst

Bus Driver Transportation Manager

* %t %+ %+ %

Customs Inspector Truck Driver

*
*
*
*
*
*
*

% Facility Engineer Urban and Regional Planner

Sources for additional information:

American Trucking Associations: www.truckline.com
Association of American Railroads: www.aar.org

Federal Aviation Administration: www.faa.gov

International Warehouse Logistics Association: www.iwia.org
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Federal
Stuclent Aid

What is federal student aid?

% It’s financial help if you're enrolled in an
eligible program at a school participating in
federal student aid programs. (By “school,” we
mean a four-year or two-year public or private
educational institution, a career school, or a
trade school.)

% Aid covers school expenses, including tuition and
fees, room and board, books and supplies, and
transportation.

% Aid is based on a student’s demonstrated
financial need, rather than on grades.

There are three categories of federal student aid:

Grants . . . financial aid you don’t have to repay.
Generally, you must be an undergraduate student, and
the amount you receive depends on your need, cost of
attendance, and enrollment status (full-time or part-
time). Federal Pell Grants range from $400 to $4,731.
Federal Supplemental Educational Opportunity Grants
range from $100 to $4,000.

Work Study . . . money you earn while enrolled in
school that will help pay your educational expenses. The
Federal Work-Study Program encourages community
service work and work related to your course of study,
whenever possible. You can be an undergraduate or
graduate student.

Loans ... borrowed money you must repay with
interest. You can be an undergraduate or graduate
student. Parents may also borrow to pay the education
expenses of their dependent undergraduate students.
Maximum loan amounts depend upon your grade

level in school. Federal Perkins Loans are offered by
participating schools to students who demonstrate the
greatest financial need (Federal Pell Grant recipients get
top priority). You repay the loan to your school.

Visit the Free Application for Federal Student Aid
website at: www.fafsa.ed.gov.

Before you start applying for financial aid, you
should make sure to have all the personal records that
may be requested. You may also need records of your
parents’ income information if you are a dependent
student. Make sure to have available the following:

e Your Social Security Number
e Your driver’s license (if you have one)

e Your W-2 forms and other records of money
earned

e Your (and your spouse’s, if you are married)
federal income tax return.

» IRS 1040, 1040A, 1040 EZ
» Foreign tax return, or

» Tax return for Puerto Rico, Guam,
American Samoa, the U.S. Virgin Islands,
the Marshall Islands, the federal states
of Micronesia, or Palau

* Your parents’ federal income tax return (if
you are a dependent student)

e Your untaxed income records
» Social Security
» Temporary Assistance for Needy Families
»  Welfare
» Veterans benefits records
¢ Your current bank statements

¢ Your current business and investment
mortgage information, business and
farm records, and stock, bond, and other
investment records

¢ Your alien registration or permanent resident
card (if you are not a U.S. citizen)
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l:nancxal Aid
Plannmg Calendar

There are a lot of steps to take in getting financial aid. Here is a
schedule to help keep you on track.

September — December
% Take the SAT or ACT, if you haven’t already.
% Visit college campuses and attend college fairs.

% Request information packages from colleges you’re most
interested in.

Narrow your college choices down to the finalists.
Apply for admission to your top choices.

Plan to attend financial aid workshops wherever available.

* ot %

Apply for scholarships and grants. You can also investigate
student loans now. Order a free brochure on loans from
American Education Services at www.aessuccess.org.
January — March

* File the Free Application for Federal Student Aid (FAFSA) and
other required forms. Electronic versions of the FAFSA may be
obtained at www.fafsa.ed.gov/complete001.htm.

% Attend financial aid workshops.

% Look for your first acceptance letters from the schools you
applied to.

March - April

% Review financial aid packages.

May - June
% Choose the school you want to attend.
* Notify the admissions office at that school.

% Accept and return the financial aid packages from the school
you’ve chosen.

% File student loan and/or parent loan applications, if necessary.

% Notify other schools that you’ve made your decision.

July — August

% Time to turn over that money. Pay required school fees and
bills.

August — September
% Start school. GOOD LUCK!
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emcining Work

Just about anybody can rattle off a bunch of
descriptions about work. Work is this. Work is that.
Work is important. Work is boring. But while work
frequently gets described, it rarely gets defined. So
what exactly is work? What makes what people do at
work different from all the other things they do during
the day?

One way
to define
“work” would
be physical or
mental effort or
activity directed
toward the
production or
accomplishment
of something.
In many
respects, work
distinguishes
us from other
species. Unlike
animals, we have
the ability to
deliberately and
consciously act upon the existing world and re-work it
into something new. How would YOU define work?

Some people argue that, where work and life are
concerned, one ends when the other begins. But,
actually, you are working long before you will ever
work at a job. In fact, you are working all the time.
After all, learning is work. Sustaining friendships
and relationships is work. (Breaking them off can be
work too.) Caring for others is work. Resisting peer
pressure is work. Sure, the workplace has a specific
set of expectations and obligations—your employer
needs people capable of making sure that the company
continues to turn a profit and fulfills its organizational
mission—but work is not separate from life.

We are often so caught up in getting by day by
day that we forget that our lives and the things we do
with them will become a part of history. It may seem
as if we are just spectators, but our work—whether it’s
intellectual, physical, artistic, or however you choose
to label it—contributes to producing and reproducing
society. Taken together, the actions of the members of
a society create
that society—
they build its
homes, repair its
bridges, program
its software,
teach its children,
answer its
phones, write
its stories, and
dream about its
tomorrows.

So it’s not
a question of
whether you
influence the
world: you
DO—as students;
as workers; as members of various communities;
and as individuals with unique abilities, insights,
and imaginations. Nevertheless, as important as
understanding the world of work is, the goal is not
simply to understand the world, but to change it.

As a rising generation of workers, your actions
and efforts will produce a particular future. What will
be the features of that future: diversity or conformity;
environmental degradation or environmental
preservation; urban blight or urban revival; racial
harmony or racial polarization; widespread prosperity
or widespread poverty; more opportunities or more
obstacles to achievement?
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Eclucation
}Dagsl

We often hear the advice to “stay
in school.” Today, that advice is more
important than ever.

More education equals more pay and less chance
of unemployment.

% Earnings go up with every year of school completed and get an extra boost when a degree program is
completed.

% Education pays off because better-educated workers learn tasks more easily and are usually more organized.

* Remember that differences in earnings can occur within academic disciplines and that the education you
receive will make a definite difference in your earning capacity.

Some high school, no diploma $419 6.8%
High school graduate $595 4.3%
_Some_college, no degree, _ $674 3.9%
including vocational/technical

Associate degree $721 3.0%
Bachelor’s degree $962 2.3%
Master’s degree $1,140 1.7%
Professional degree $1,474 1.1%
Doctoral degree $1,441 1.4%

Note: Data are 2006 annual averages for full-time wage and salary workers—age 25 and over, by educational attainment.

Source: Bureau of Labor Statistics/Current Population Survey
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Training After High School

After graduating from high school, an individual can enter the job market immediately or may want to consider
some alternatives that can help make the transition from school to work easier. Remember, the more training a
person receives to build skills, the more competitive that person will be in the open job market.

Apprenticeship Training

Having skilled workers is critical to the success of any business. As we progress into the 21 century, the need
for skilled workers is only going to become more critical. By participating in a registered apprenticeship program,
workers can equip themselves for rewarding careers in a wide range of interesting and challenging occupations.

The people attracted to apprenticeable occupations come from all walks of life—young men and women right out

of high school, ex-military personnel, people wanting to make career changes, and dislocated workers seeking new
opportunities. Anyone with a drive to better themselves and the dedication needed to acquire the skills, knowledge,
and experience required to succeed can benefit from participation in a registered apprenticeship program.

Currently, there are over 850 occupations in a wide range of industries that can be learned through
apprenticeship training, and more are being added all the time.

For area information about apprenticeship training, contact:

District of Columbia 202-698-5099; or www.does.dc.gov

Maryland 410-767-2246; or www.dlIr.state.md.us/labor/appr.html

North Carolina 800-NCLABOR; or www.nclabor.com/appren

Virginia 804-786-2382; or www.doli.virginia.gov/whatwedo/apprenticeship/apprenticeship_pl1.html
West Virginia 304-347-5794 (U.S. Dept. of Labor/Apprenticeship);

www.dol.gov/dol/topic/training/apprenticeship.htm

Tech-Prep Programs

Tech-prep education is a significant innovation in the education reform movement in the United States. Itis
an important school-to-work transition strategy, helping all students make the connection between school and
employment. Student outcomes include an associate degree or a 2-year certificate; technical preparation in at least
one field of engineering technology, applied science, mechanical, industrial, or practical art or trade, or agriculture,
health, or business; competence in math, science, and communication; and employment. Tech-prep programs
may mean great opportunities in good-paying, high-tech jobs with unlimited possibilities. Think of tech-prep as an
escalator, moving from one level to another with no breaks in the action, and the only way is up!

For area information about tech-prep programs, contact:

District of Columbia 202-442-5599; or www.k12.dc.us/dcps/home.html
Maryland 410-767-1904; or www.msde.state.md.us

North Carolina 919-807-3870; or http://www.nc-net.info/ctp.php
Virginia 804-819-4691; or system.vccs.edu/workforce/techprep
West Virginia 304-558-2411; or www.wvtechprep.wvnet.edu
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Job Corps

Job Corps is the nation’s largest and most comprehensive residential, education, and job training program for
at-risk youth, ages 16 through 24. This program has provided more than 2 million disadvantaged young people
with integrated academic, vocational, and social skills training. Job Corps’ mission is to attract eligible young adults;
involve them in a career development services system, which begins prior to enrolilment and continues through post-
center services; assist them in acquiring their career goals and live independently; and support them in entering
and remaining in meaningful jobs or furthering their education. In addition to training, Job Corps offers a variety
of benefits to keep trainees healthy and motivated, while providing resources to make their transition into the
workforce easier. Some of these benefits include cash spending allowance; free medical and dental care; clothing
allowance; free books, uniforms, and tools; free housing, meals, and transportation; job placement assistance; and
social activities and recreation. The national website is www.jobcorps.dol.gov.

For area information about Job Corps or to find a Job Corps career transition specialist, contact:

District of Columbia www.jobcorps.dol.gov/centers/dc.htm
Maryland www.jobcorps.dol.gov/centers/md.htm
North Carolina www.jobcorps.dol.gov/centers/nc.htm
Virginia www.jobcorps.dol.gov/centers/va.htm
West Virginia www.jobcorps.dol.gov/centers/wv.htm

Private Career Education

Private career institutions comprise the largest career training segment in the United States, accounting for
over 50 percent of all post-secondary occupational/technical training. These schools have experienced significant
enrollment increases in the past decade due to major shifts in the economy and employment market. Private career
schools were established in the 1800s when independent schools responded to the increasing demand for skilled
workers in factories and offices. Almost two centuries later, they are continuing the tradition of providing career
education for today’s changing employment needs.

Private career institutions produce the vast majority of computer technology graduates and electronics
technicians in Virginia. Statewide, 69 percent of all electronics technicians and 86 percent of all computer
technicians come from private career schools.

Accredited private career institutions report that 78 percent of their graduates are placed in a job within
six months of graduation. Over 90 percent of these students find employment in a field directly related to their
training.

Private career schools are successful because they offer short-term, intensive, practical education. This
approach enables students to prepare quickly for entry-level employment. Classes are small, student-centered, and
involve hands-on experience with business and technical equipment. Students attending private career schools have
the unique opportunity to complete relevant career training programs and enter the employment market quickly,

For area information, contact:

Maryland Association of Private Career Schools 410-282-4012; or www.mapccs.org

Career College Association of Washington, D.C. 202-336-6700; or www.career.org
Virginia Career College Association 804-346-2783; or www.va-cca.org
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Aclclltlonal

Go to work for a company or business that offers training
on-the-job. Ask about their programs for ongoing employee
training.

Community College

Considering possible technical programs? Community colleges offer a variety of vocational and technical
programs that lead to certificates, diplomas, or associate’s degrees. They also offer two-year transfer programs and
specialized training for industry. There are open admissions, with remedial and pre-tech courses available. Entrance
requirements depend on the program.

Four-Year Colleges

There are many public and private colleges and universities in the Mid-Atlantic region. Information can be
obtained from local libraries, school counseling offices, the Internet or career centers, or from the colleges you are
considering. Entrance requirements are based primarily on high school grades and college test scores.

Military

Work for Uncle Sam and get training, pay, room and board, and benefits. Ask area military recruiters about the
types of training available, qualifications for training, length of time commitment required, and pay and benefits.
High school graduation is required.

% Air Force 800-423-8723 www.airforce.com

* Army 800-USA-ARMY www.goarmy.com

% Coast Guard  800-438-8724 Www.gocoastguard.com
% Marines 800-MARINES Www.marines.com

* Navy 800-372-NAVY WWW.Navy.com

1
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G oal Setting
for 5 uccess

Just as a map takes you where you’re traveling on
a highway, so your goals are a map for the road you’re
traveling in life! We all have goals in the back of our
minds, but we don’t always bring them into focus to
achieve them. If you find you have goals that you think
are not obtainable, decide on the most important ones
and set each step for achievement in stages. Short- and
long-term goals are important for success.

Success is unique to each individual, so your goals
should be personal and reflective. Your goals will
inevitably change over time. At one point in your life,
you may want to become more assertive, happier in your
career, or have better relationships. At another point in
your life, you may want to further your education, have
more financial security, more free time, or improve your
health. Goals will give you direction, focus, and help you
compose your world. You will receive from life what you
expect from it.

Although the main focus here in goal setting is on
careers, it is difficult to separate other personal goals, so
if you find your goals overlap or you want to set other
personal goals at the same time, please do so.

Here are seven guidelines for achieving your goals:

Write down your goals and review them often.
Establish specific objectives and time frames.
Create action plans.

Determine what further knowledge is required.

* ok Ot %

Commit and promise yourself to implement and
achieve your goals.

»*

Track your progress on a regular basis.

%

Each time you achieve a goal, celebrate your
accomplishment!
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Here are some questions to stimulate your thinking.
Remember, keep your goals simple, clear, and concise.

% Where are my career goals?

* Where would I like to be working in one year/
five years/ten years?

% What skills do | want to improve? Do | want to
further my education?

% What do | want to accomplish this year?

% What do | want to accomplish in five years?

% What are my financial goals in one year/five
years/ten years?

* Where do | want to be living in five years/ten
years?

* How will | be spending my time in one year/five
years/ten years?

* What will my work/personal/family relationships
be like in one year/five years/ten years?

% Other goals | want to accomplish . . .

* In my lifetime, | want to accomplish . ..

Goals are a journey and a process, not a final
destination. In life you will always have something to
expect from yourself; challenges keep you youthful.
The more you practice setting and achieving your
goals, the more you will enjoy and receive from life.
Moreover, achieving your goals will give you a feeling of
satisfaction, accomplishment, and fulfillment!
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O ccu Pation

How can you find out more about a career that
interests you? Try it on! Think about a career that
interests you. Determine which suggestions below may
best prepare you to sample a career. Talk with your
family as well as your guidance counselor and teachers
about your interests. They may be able to help you
identify the best try-on option for you.

rgin

Community Programs

Organizations such as 4-H Clubs, the YMCA, and YWCA
offer classes in, training for, and exposure to a variety of
careers and hobbies. You may find that the hobby you
explore in a YMCA class excites you enough to consider
a related career.

Cooperative Education Programs

Your school may have a work-study program that allows
you to go to school in the morning and then go to a job
in the afternoon. You are usually paid for your work on
the job.

Entrepreneurship

Students across the nation are discovering the
responsibility and freedom of being entrepreneurs—
individuals who assume the risks and rewards of a
business enterprise.

Internships

You will “earn while you learn” in an internship. For the
most part, internships are offered to college students;
however, some organizations offer internships to high
school students to encourage them to consider careers
in fields such as science and math.

Networking

Establishing a network of friends and family members
who know your career ambitions and are willing to keep
an eye out for you is one of the best ways people learn
about job opportunities.

Occupation Interviews

Make arrangements to interview an individual who holds
your dream job. By asking questions, you will obtain
some answers that might aid your decision-making.

Part-time Jobs
Students often view part-time jobs as just a way to
get pocket money. But a part-time job can help you

determine the pluses and minuses of a particular career.
Determine what type of career interests you have, and
contact appropriate businesses or organizations. They
may have a need for part-time help and will appreciate
your desire to learn more about their business.

School Clubs

Joining a school club that focuses on your career
interests puts you in touch with other students with
similar interests. Often, the club advisor can arrange
for guest speakers, tours, and other career-learning
opportunities. Depending on the club, its activities may
give you hands-on experience as well.

School-to-Work

School-to-Work initiatives assist students in moving from
high school or college to work by combining classroom
instruction with workplace experiences, such as
mentoring, job shadowing, and internships.

Shadowing

Shadowing gives you the chance to observe someone on
the job. For most of the day, you will watch, listen, ask
guestions, and learn as the person you are shadowing
does his or her job. Shadowing experiences last only a
day or two.

Specialized Summer Camps/Schools

You can learn more about careers in data processing, the
fine arts, mathematics, journalism, and other fields by
attending specialized summer camps. Your day will be
spent in classes, defining your skills, and learning more
about your area of interest.

Temporary Help Firms

A temporary help firm will test your skills and attempt
to refer you to suitable short-term or temporary
assignments. You can find out how much you enjoy
using your secretarial, word processing, data processing,
and other skills while getting paid. You will also get the
insider’s view of companies and organizations in your
area.

Volunteer Work

Volunteering your time to an organization allows

you to learn more about a job while gaining some
experience. Religious and political groups, community
service organizations, charities, schools, hospitals,

child care, and senior centers often need enthusiastic
volunteers willing to give their time in exchange for work
experience.
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Issues to Consider in
areer Decision

Making

Educational Level

How much education do you have? How much are you
willing to get? If your goal is to become a doctor, you
will need to plan on at least eight years of college. If
you are not willing to go to school that long, maybe you
should consider something else.

Work Site

Do you want to work inside all the time, outside all the
time, or a combination of both inside and outside? If
you work outside, you will need to be prepared to work
in all kinds of weather conditions.

Physical Demands

How much physical strength is needed to do the job?
Sometimes it is necessary to use extra effort. Some jobs
would require you to be able to lift items that weigh

ten pounds or less and sit most of the time. Other jobs
require very heavy physical exertion and handling loads
of more than 50 pounds, sometimes even more than 100
pounds, on a regular basis. Be sure you are physically
capable of performing the demands of the job.

Temperament

Temperament is defined as personal qualities which
shape one’s character or personality. People who find
work that suits their temperament are more likely to
be satisfied with that work. For example, if you would
rather work by yourself rather than having to deal with
other people, you would probably not want to consider
nursing as a career.

Aptitude

Aptitude is a person’s ability to learn different skills.
Many tests are available to get an accurate measure
of your aptitude. You may have taken aptitude tests
in school or in the military. You may contact your local
employment service office, community college, or
university for further information.
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Earnings

Most people want to make a lot of money. However,
money is only one of many factors considered in job
satisfaction. If you try only for high-paying jobs, you may
not be able to find something that suits your interests,
abilities, or personality. Understand that sometimes you
have to start out at a lower pay level and work your way

up.

Interests

What you like to do has a big impact on job choices. The
more your interests match your work, the more satisfied
you will be. Sometimes a person is able to turn a hobby
or interest into a business or job.

Future Outlook

Future outlook, a prediction of how many jobs there
will be in the future, suggests whether there will be an
increase in the demand for trained workers or whether
the demand will stay the same or decline.

Fields of Work

Fields of work represent broad, general areas of work
activity. Occupations that involve similar types of work
can be found in the same field.

Hours of Work and Travel

Some jobs require travel or working hours that would
affect your lifestyle. If you are not wiling to consider
working hours other than regular work hours (8 to 5
Monday through Friday), you may want to consider only
occupations that conform to these hours.

Environment

Environmental conditions refer to the physical
environment of a work site. If you are unwilling to work
in extreme heat, extreme cold, where it is damp or wet,
where there is a lot of noise, dust, odors, vibrations,

or where there might be risk of injury, you may want

to consider occupations where such conditions do not
exist.




}Dropessional
]Dor’mcolio for the Job Search

The portfolio concept has become the cornerstone for helping students explore the development aspects of
learning and career development. Documenting skills, abilities, and achievements through the use of a professional
portfolio will help a person be more competitive when conducting a job search. Portfolios can be collections of
materials that help applicants organize their career development plans or samples that can be used to show what
they have learned, produced, and accomplished. A portfolio might include samples from:

% Educational course work taken % Credentials held
e curriculum e certificates of achievement, such as first aid
e transcripts or CPR training
o certificates and diplomas ¢ licenses, such as driver’s or occupational

. licenses
e class papers and projects—what was done

and what was learned » certificates from national occupational

. associations
e |etters of recommendation from teachers

and professors . .
% Any honors, awards, or special recognition

% Club or organization participation ol

¢ vocational education clubs, 4-H, scouts, and * merit badges

other youth groups e ribbons and trophies
e civic, community, and church groups * scholarships
¢ memberships in professional associations
¢ volunteer work done, such as at a hospital

e club projects—what was done and what was
learned

% Leisure time achievements

e participation in sports or other competitive
events

e hobbies or arts and crafts projects

% Actual work done
e papers written
e recording of speeches

e pictures of work, such as decorated cakes or
flower arrangements

¢ videos of a project, such as re-building an
engine
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Have a Disabilitg?

The Americans With Disabilities Act (ADA) is a law
that requires both business and public facilities to be
handicap accessible. Some of the compliance procedures
are physical and cost money, while others involve
adopting new attitudes toward people with disabilities.

Some disabilities may require special
accommodations. You will need to know what your
limitations are and how your talents and skills fit with
specific jobs. With a little research and effort, you will be on your way to gainful employment.

Get to know the job trends for the future to help determine what kinds of jobs will be available and how your
particular disability fits with the future. Consult directories in your library’s reference center or career guidance
office for information. Check with your state rehabilitative services department. You can also contact the U.S.
Department of Labor’s website at www.dol.gov/odep or contact them at 866-633-7365, or TTY: 1-877-889-5627 or
write to them at: U.S. Department of Labor, Frances Perkins Building, 200 Connecticut Avenue, NW, Washington,
D.C. 20210. Information and assistance is also available on the following websites:

USA Government WWW.USa.gov
Government Benefits www.benefits.gov
Disability Information www.disabilityinfo.gov

Employer Assistance and Recruiting Network ~ www.earnworks.com

What About a Criminal Record?

Even though a criminal conviction seriously changes the lives of all involved, it seldom ends our lives unless
we let it. The crisis can be turned into a positive opportunity—if it is viewed as a challenge and confronted with a
strong heart.

What type of job? A criminal record may limit the type of job a person can look for and companies to which an
individual can apply. Success at finding a job will be strongly influenced by the seriousness of the charge(s), how
much time has passed, and the relationship of the charges to the job for which the person is applying. An employer
may be reluctant to hire an individual for a job where that individual may have the opportunity to commit the same
type of offense again. For example, a person would probably not get a job as a childcare worker with a record of
sexual abuse, or a bank teller with a bank fraud conviction. There’s no sense in applying for unrealistic careers.

Honesty. It’s always best to prepare to be honest and direct about a personal history. If a criminal history is
disclosed, success will depend on how well a person presents himself and deals with his/her past. Lying on an
application is grounds for an employer to fire an employee. Correctional personnel are often required by law to
inform a potential employer of criminal backgrounds of applicants. If a person lies in order to get a job and later the
boss finds out, the employee can be fired just because (s)he lied. It’s not easy or without risk to disclose a criminal
history, but it is better to be honest.

Trust. A criminal conviction is a warning sign for employers, and they must decide if an applicant is a good risk.
It is up to the applicant to show the employer that (s)he is truly stable and trustworthy. One way to win trust is to
develop a network of supporters. Positive activity in the community, such as volunteer work, education growth, and
church participation, may also help. An applicant can carry a letter of reference or a list of references but needs to
make sure that permission has been given from these individuals to give out their names. References may include a
parole officer, former employers, and community contacts.
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One positive drug test could ruin career hopes
forever. It’s estimated that the cost of employee drug
and alcohol abuse is as high as $100 billion each year. To
fight this alcohol and drug problem, corporate America

is taking a strong stand to provide a drug-free workplace.

Applicant and employee drug testing, for example,

are now standard practices. Many companies have
established policies not to hire a person who presents a
positive test result indicating the use of drugs.

So what does all this mean to a job applicant? As
time goes on, chances become greater and greater
that applicants will be asked to take a drug test before
being hired. Some employers include information
about their drug policy on the application form. Others
tell applicants in the first interview that drug testing is
required. But no one should count on getting a warning.
Some employers make no mention of drug testing in
advance.

Drug testing should not be taken lightly. A positive
test result, or answering “yes” to a question about
drug use, may eliminate an applicant for employment.
Different companies have different policies. Some may
allow retesting if a test result is positive, or be more
lenient towards someone who last used drugs over five
years ago. But others will reject an applicant on the
basis of one positive test.

Employers conduct drug screening
in various ways: by asking applicants
about current and past drug use; by
giving pencil-and-paper or polygraph (lie
detector) tests; or by medical tests of
urine, blood, or hair samples. The most
commonly used test is a urinalysis, which
is laboratory testing of a urine sample.
Retention time (the length of time any
substance remains in the body and can be
detected in the urine) varies with the drug
and the individual.

Current military policy is zero
tolerance, meaning that all military
personnel are subject to immediate
discharge if a drug test has been

confirmed as a positive result. Further, a Presidential
Executive Order has authorized drug testing throughout
the Federal Government.

Alcohol and drugs can destroy a person’s work life.
Substance abuse can lead to job loss and make it difficult
to maintain a job. All drugs cause disorientation. The
side effects of marijuana are memory loss and inability
to concentrate. Cocaine users become anxious and
paranoid. Alcohol causes irritability and depression,
and reduces the ability to express oneself. Addicts
often believe that alcohol and drugs make them feel
more confident, but that feeling doesn’t last. Addiction
can lead to serious health problems or death if left
untreated.

What can | do?
% Don’t use drugs!

% If you have a substance abuse problem, GET
HELP IMMEDIATELY!

* Ask if there is going to be a drug test screening
and why.

% Be sure that in having a drug test done, your
rights to privacy and dignity are not invaded.

% Report any prescription drugs or medications
taken before testing.

% Find out what type of laboratory testing is done
to be sure fair and accurate procedures are in
place.

% Know the company’s policy on retesting.

% Ask for reasons for employment rejection.

% Be aware that not wanting to take a drug test
may be interpreted as a fear of a positive result.
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About to experience
a layoff? There’s help
available. ..

What services may be available
to help get me back to work? There
are three types of services that are
potentially available to you at no cost.

* All workers have access to
core services through a local
One-Stop Career Center. You may have received
information about services available at these
centers through your Rapid Response team
if you were part of a larger layoff. Through

and costs to help guide you in the decision-
making process. If you qualify for help, you

will have access to a broad range of training
services, such as:

the One-Stop Career Centers, you can obtain * occupational skills training
information on topics, such as: ¢ on-the-job training

e unemployment insurance e skills improvement

e pension benefits e GED preparation

* job search assistance ¢ English as a Second Language (ESL)
e job referral ¢ math and reading training

¢ local area job openings
Your local One-Stop Career Center can help you

identify sources of financial assistance to help pay for
training. Some services for dislocated workers have
eligibility requirements. Please check with your state
Dislocated Worker Unit or One-Stop Career Center for
details.

e résumé assistance

* job training

% If the core services do not produce results, you
may be eligible for one-on-one assistance, group
career workshops, and other services, such as:

e assessment of your skills and abilities

e résumé writing classes

¢ helpin planning how to get back to work

e stress and financial management workshops

* one-on-one job counseling

% Training services may be available to help you
get a good job. Your One-Stop Career Center will
have a list of training programs, descriptions,
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Am | a dislocated worker?

You may be a dislocated worker if you have been
permanently laid off or you have received a notice of
layoff from employment.

Among those whom the dislocated program might
serve are:

e workers with outdated skills.

e those who have lost their jobs due to import
competition or shift in productions outside
this country.

e farmers who have lost their farms.

¢ self-employed individuals who are
unemployed as a result of economic
conditions in their area.

e homemakers whose principal job has been
homemaking, who have lost their main
source of income.

¢ workers who have been dislocated by a mass
layoff and/or closure.

What is rapid response?

Rapid Response Services provide immediate aid to
workers affected by announcements of plant closings
and large layoffs. Typically the Rapid Response Services
program is designed to respond to layoffs with more
than 50 workers. Contact your state Dislocated Worker
Unit for more information.

Your State Dislocated Worker Unit can get help
to you quickly. For layoffs that meet state criteria,
Dislocated Worker offices may send one or more
representatives to your work site to coordinate the
layoff before it occurs.

Where can | go for help?

The best place to start is with your local One-Stop
Career Center.

For information on specific services in your area,
you can also contact your state Dislocated Worker Unit
directly, or visit the website www.servicelocator.org, or
call:

Toll Free: 1-877-US-2JOBS

TTY Number: 1-877-TTY-JOBS

Source: U.S. Department of Labor/Employment and
Training Administration
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State Dislocated Worker C ontact Numbers

District of Columbia
Department of

EMPLOYMENT
SERVICES —

"Linking Washington
to the Workplace™

MD: 410-767-2833
TTY: 1-800-735-2258
www.dllr.state.md.us

North Carolina

. Career Planning, Training
& Placement Services

VA: 804-225-3050
TTY: 1-800-828-1120
WWW.vawc.virginia.gov

WORK FORCE

WestVirginia
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and Websites

DC: 202-698-3495
TTY: 202-698-4817
http://does.ci.washington.dc.us

W Workforce Ex¢hange

Where Business and People Connect

NC: 919-329-5248

TTY: 1-800-735-2962
http://www.nccommerce.com/en/
WorkforceServices

wWeRkK/Orce

WV: 304-558-8415
TTY: 1-304-558-1237
www.wvbep.org/bep




So you're ready to jump back into the job market. What
have you been doing since you left the workforce?
Perhaps you’ve been at home raising a family or enjoying
the leisure of retirement. Now you’re afraid you may no
longer be marketable. Here are some useful tips on how
to proceed with your job search:

1. Update your skills. If it has been a significant
time since the last job in your career, it is time
to find out about the skills that are in demand
in your industry. Network with people in
the business and find out what is considered
necessary these days. Then train yourself or
sign up for a class. Do this before you start to
job-hunt so you can include these skills on your
résumé.

2. Call your former boss and colleagues. By far
the easiest way to get back on track is to go back
to where you left it (assuming you were happy
with your job and the company). If you were
well regarded and left on good terms, they might
make room for your return. If the opportunity
is not available, thank them anyway and ask for
leads and contacts for your job hunt.

3. Write an announcement and send your résumé
to your former colleagues, friends, and family.
These are the people who will be interested in
your welfare and will want to help you find a job.
Your letter should explain that you are ready to
get back on track with your career. Let them
know that you will appreciate any leads. Thank
them sincerely for their help. Include two copies
of your résumé so they can pass it along to other
people they know. You will be surprised at how
successful this form of networking can be.

4. Consider freelancing or taking temporary
assignments. A number of different agencies
place profession-level candidates in many
different fields. You can locate these agencies
via the Internet or in your local area.

5. Get ready to rebuild your career. Don’t be
surprised or depressed if you have to take a pay-
cut when you are trying to rebuild your career.
If you were a top-level manager or a director or
supervisor before you left, you may have to re-
enter as an assistant director. Employers prefer
candidates who have had recent experience.
Not to worry: Take the job and the opportunity
to shine brightly! With a little time to catch up,
you will be back where you left off and ready to
move up from where you were!

A special note for post-retirement job seekers! With
many Americans leaving the workforce earlier and

living longer, retirement can stretch over many years.
You may discover that your retirement dollars don’t go
quite as far as you’d anticipated and decide that you
need a new job to generate more income. Or you may
find that you want to go back to work, but this time on
your terms. After all, work has its own rewards—the
regular contact with people and the knowledge that
you’re contributing. You may even be able to work for
your previous employer, perhaps as a consultant or part-
time employee. You may also decide that retirement

is an ideal time to start your own business. Be aware
that holding a paying job can affect your Social Security
benefits as well as your taxes. You can still collect Social
Security benefits if you work, but if your earnings exceed
a certain amount, your benefits may be reduced. Before
you take a post-retirement job, call or visit your local
Social Security office to find out the latest regulations
and their implications for your benefits. Also check to
determine the tax implications.
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b d Newspaper Ads
? Classified ads are listed alphabetically; think of all
N Ced J O Lea S * the job titles related to the work you want to do.
S tart Here

Community Agencies

A growing number of nonprofit organizations
throughout the nation provide counseling, career
development, and job placement services.

Direct Employer Contacts

Most employers have personnel offices where you
can fill out a job application.

Other People

Internet

Most job leads are found through word-of-mouth
Most individuals have access to a computer. There from friends, relatives, and acquaintances.

are thousands of career-related sites on the Internet.

Private Employment Agencies

Private employment agencies work for companies
with job vacancies. The fee is usually paid by the hiring
company.

Professional Associations

Listings of associations for various occupations
can be found in a local library, or in the Occupational
Outlook Handbook.

School Placement Offices

Job hunting information and job leads are
commonly available at high school, business school, and
college placement offices.

Job Service Offices Trade Unions

Job Service is the largest single source of job Libraries have listings of local trade unions for
openings. Anyone can register, and the service is freeat  carpenters, plumbers, electricians, etc.

all employment service offices.

Yellow Pages of Telephone Directory

Libraries Companies are listed by the products they

Most libraries have directories and trade publications  manufacture or the services they provide.
useful in locating employers who could use your skills.
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, Career Information
S Ites America’s Career Information Network
( : www.acinet.org

Career Magazine
Jobs/Career/Labor Market Information WWW.careermag.com

Career Net
http://careernet.4jobs.com

Career Overview
WWWw.careeroverview.com

Education Information

College Board On-Line
www.collegeboard.com

For Bmployems

CFER) [oeeoiiwees  AClMeniman S College View
www.collegeview.com

FastWeb
www.fastweb.com

Mapping Your Future
www.mapping-your-future.org

Bsociates Programs
Bachelors Prograere:
Certificatas Prograric
Dol

B Proxrs e
Pagtes's Program

National Center for Education Statistics
www.nces.ed.gov

DHLINE

DEGREES Peterson’s Education Center

Personal Search/Jobs

Best Jobs in the USAToday
www.bestjobsusa.com

Career Builder
www.careerbuilder.com

Career OneStop
www.jobbankinfo.org

Career Site
WWWw.careersite.com

Federal Jobs Digest
www.jobsfed.com

Human Resource Executive Online
www.hreonline.com

Job Bank USA
www.jobbankusa.com

Job Hunt
www.job-hunt.org

Job Postings
www.jobpostings.net

The Monster Board
Www.monster.com

The Riley Guide
www.rileyguide.com

Yahoo! hotjobs
http://hotjobs.yahoo.com

www.petersons.com

U.S. Department of Education
www.ed.gov

Financial Aid Information

Financial Aid
www.ed.gov

Financial Aid Form Information Page
www.finaid.org

Financial Aid Form on the Web
www.fafsa.ed.gov

Free Scholarship Search
www.fastweb.com

Information about Direct Loans
www.ed.gov
Labor Market Information

Bureau of Labor Statistics
www.bls.gov

U.S. Census Bureau
WWW.CENSUS.ZOV

U.S. Department of Labor
www.dol.gov

Virginia Employment Commission
www.va.employ.com

Virginia Workforce Connection
WWW.vawc.virginia.gov
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The following guidelines are derived from many

locations on the Internet.

In the more established communication media
(i.e. mail and telephone) certain widely-observed

conventions have emerged. Such courtesies as when
to use “yours sincerely” in a letter, or announcing your
name and/or number when you answer the telephone,
are not just pointless conventions but help promote

a sound basis for
communication
between the
relevant parties.

Electronic mail
(e-mail), however, is
an effective form of
communication, and
the number of new
users is increasing
dramatically. As a
consequence, few
people are aware
of appropriate
conventions. These
are gradually

emerging, and the following suggestions are based on
advice being provided to e-mail users at many sites

around the world.

These conventions (often called “network etiquette”
or “netiquette”) recognize that it is very easy to dispatch
e-mail messages very quickly, and so little thought is
often given as to how the message will be received. This
leads to the following code of good practice for e-mail.

Good Practice

% Check your mail regularly. Ignoring a mail

message is discourteous and confusing to the

sender.
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Always reply, even if a brief acknowledgement
is all you can manage. There is still sufficient
unreliability about e-mail transmissions to
create doubt in the mind of the sender that you
ever received it.

Reply promptly. E-mail systems often do not
have the conventional “pending” trays of the
desktop, nor secretaries to remind you, so it
may be easier to forget an e-mail message.

Develop an orderly filing system for those e-mail
messages you wish to keep; delete unwanted
ones to conserve disk space.

Try to keep e-mail messages fairly brief. Most
people wouldn’t choose a computer screen to
read text in preference to a printed document,
and it can get very tiring for some users. Try to
restrict yourself to
one or two screen-
fulls at most.

* Make sure

that the “subject”
field of your

e-mail message is
meaningful. The
recipient can more
easily organize and
prioritize e-mails
when the subject
field accurately
conveys the
content. When you
use the “reply”
option, ensure the
subject field (automatically filled in for you) still
accurately reflects the content of your message.

Try to restrict yourself to one subject per
message, sending multiple messages if you have
multiple subjects. This helps recipients to use
the “subject” field to manage the messages they
have received.

Don’t reproduce an e-mail message in full when
responding to it, especially if you are posting a
bulletin board. This is hard on the readers and
wasteful of resources. Instead, be selective

in the parts that you reproduce in order to
respond.

Be tolerant of others’ mistakes. Some people
are new to this medium and may not be good
typists, or they may accidentally delete your
message and ask you to resend it.



% Be very careful how you express yourself,
especially if you feel heated about the subject
(for instance, if you are shooting off a quick
response to some issue). E-mail lacks the other
cues and clues that convey the sense in which
what you say is to be taken, and you can easily
convey the wrong impression. If you meant
something in jest, use a “smiley” [ ©] to convey
that.

%* Remember that people other than the person
to whom your e-mail is addressed may see it,
i.e., recognize that anyone along the chain of
distribution could get to see what you have said,
and it might even end up in someone else’s
hands.

E-mail Abuse

% Don't extract and use text from someone
else’s message without acknowledgement.
This is plagiarism. You wouldn’t do this with
conventional mail, so don’t let the ease of being
able to do it with e-mail lead you into bad habits.
% Don’t make changes to someone else’s message
and pass it on without making it clear where
you have made changes. This would be

misrepresentation. % Remember that the various laws of the land

% Don’t pretend you are someone else when relating to written communication apply equally
sending e-mail, e.g. by using someone else’s to e-mail messages, including the laws pertaining
account to send it. Note that it is not advisable to defamation, copyright, obscenity, fraudulent
that people lend accounts in the first place. misrepresentation, freedom of information, and

% Don’t broadcast e-mail messages unnecessarily. wrongful discrimination.

It’s very easy to send “junk mail,” but it can
be very annoying to recipients (and wastes
resources). Also, do not send or forward chain

And finally . ..

e-mail—it offends some people and is wasteful * Encourage others to communicate with you by
of network resources. e-mail. Make sure you give them your correct
— T . e-mail address—include it on your business card
[ Sy (G4 7)) @ and letterhead.
- Dwstn  unk Fenk Raply !..II Farsard Wew  GaiMal Saarch . .
e o DL et e * Also remember that sending e-mail from your
oras Joan efiomin Sanic Upim an Trnsng ety w07AM | business account is similar to sending a letter on
xR -+ Lainea Biliunas Rer Seatus-3ed Quarer Econ...  Fels 27, 2008 3:05 PM ) .
i Varessa Cati Leg eur Bresklaet Fen 26,2008 1304 AM company letterhead, so don’t say anything that
ﬁ Trath & Traces Dawis Re lunch on Friday Fein 26, 2008 10010 AM . A . .
Staniey Baker R {unch an Friday Feo 262008 53 AW might bring discredit or embarrassment to the
Joan WeDorman LT CT - T F Fels 26, J008 Ge2a A
2 Jemwaa Mape lunch an Fiday Razeme  EmM company.

% Don’t send frivolous, abusive, or defamatory
messages. Apart from being discourteous or
offensive, they may break the law.

Source: Alex Reid, Director, Oxford University Computer
Center.
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Using classified ads to discover potential job
opportunities is much like mining for gold. You
have to understand the clues hidden in the ads
to find the golden opportunities. Thousands
of employers, particularly medium and small
organizations, rely on classified ads to recruit
most of their entry-level employees. If you learn
to decode the classified ads, to read special
abbreviations and to identify potential problems, you
may find the type of job you are seeking.

‘eers

Classified ads can be a gold mine of opportunities,
but they can also yield “fool’s gold.” On any given
day, only about half of the classified ads represent
job openings that are available and will be filled by
competitive applicants. These days, many newspapers
have put their help wanted ads on their websites.
They have also adapted to the new competition from
large job sites by outsourcing the “Jobs” portion of
their website to those same employment super sites
like CareerBuilder, HotJobs, and Monster. Essentially
they provide a window into the existing database,
quite disconnected from the “real” Help Wanted ads
appearing in the printed editions of the paper. While
offline activities set the precedent for this type of fraud,
the move to the Web allows con artists to reach vast
numbers of potential victims. Often their goal is identity
theft, and cons can be sneaky. Taking advantage of job
seekers’ desire to please potential employers, they ask
for all sorts of personal information: your name, birth
date, credit information—all the things they need to
steal your identity and spend your money.

There are many stories behind classified ads.
Newspapers and electronic job listing servers are paid
to run ads and do not determine whether the person
who places the ad actually has a job opening or another
reason for placing the ad. So do not feel discouraged if
you do not get a response, particularly if you answer a
blind ad—one which does not list the employer’s name.
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Why Do Employers Place Classified Ads?

An employer has a job opening and needs a skilled
employee. Most employers would rather hire someone
they know, or know of —that way the employer knows
something about the potential employee. Often when
employers run classified ads, it is because they cannot
find qualified candidates for their jobs through their
network of contacts.

If you can contact the employers before their job
openings are advertised, they have fewer candidates to
choose from, and you have a better chance of getting
the job.

Employers do not like to run classified ads because
such ads do get lots of responses. That means the
employer must spend time deciding who to interview,
interviewing, and selecting a new employee.

If the potential employer knows you are available
for employment before advertising a job opening, you
may stand a better chance of being hired, even if you do
not have all the qualifications needed.



]:i”ing Out a
J ob APPIication

Applications are pretty straightforward. Someone
hands you a form and you fill in the blanks. Now think
this over a little bit. What this means is that you give
the employer information structured in exactly the way
the employer wants it whether it makes you look good

or not. Remember

unprofessional when compared with carefully typed
materials. If an application cannot be typewritten, then it
should be neatly printed using black or dark blue ink.

Completely fill out the application. No doubt
you will have some of the same information on your
résumé or in your cover letter, but the employer may
view those as supplemental materials. Be thorough on
your application in the event your other materials are
only scanned. All spaces need to be completed and
accurate. If a question does not apply, then “N/A” for not
applicable should be written in the blank. The names

and titles of former

that employers use
job applications
to screen for
qualified persons to
interview for their
job openings. If a
job application does
not make a favorable
impression, the ]
applicant may never  |* = v Y
even get an interview F 'S -y

. Ly = e
with ar‘1 employer. f/;‘f/:ﬁ‘} ;;&‘?
Sometimes thereare | = .~ =
questions that are VT .
difficult to answer
and others that are
embarrassing. You
can always attach your résumé to an application. That is
your way of packaging information to your advantage.

Copy your application before you begin typing
on it. Make a rough draft on the copy so your final copy
looks as neat as possible. The piece of paper represents
you and should look as professional as possible.

Type the application. This may be hard to do
as we increasingly move the typewriter to computer
environments. However, your goal is to have all your
application materials look as professional and polished
as possible. Handwritten application materials look

supervisors and their
addresses along
with zip codes and
current telephone
numbers need to be
included. People
listed as references
should be informed
ahead of time. Even
though space on
most applications

is limited, all but
the most common
abbreviations need
to be avoided—so
potential employers
will understand them. Correct spelling and proper
English is essential. Employers value writing skills.
Misspellings and grammatically incorrect sentences give
a poor impression of abilities. Action verbs should be
used to describe experiences. Sentences should begin
with verbs, not with “1.”

Keep a copy. Copy all the finished applications
so you have easy access should you need them again.
Be sure your information is accurate. Remember that
there are now people who do nothing but check the
truthfulness of applications and résumés.
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Name

Street Address

City/County

State

Sample Job APPlication

Social Security
Number

Telephone
Zip Code

E-mail Address

Valid Driver’s License: Yesl | No

Education

Name of High School

State

Highest grade completed — ______ Did you graduate? Yes |:| No |:| Year

License ID Number.

Street Address

State

City/County

Street Address

Name of College/University/Vocational School/Other

Zip Code

City/County

State

Zip Code

Years Attended — Did you graduate? Yes |:| No |:| Year

Degree/Certificate Received
Employment Experience

1. Job Title

Duties

Employer
Address

Phone

Employer/Supervisor's Name

Salary (start) Salary (finish)

Dates: From

To

Reason for leaving
2. Job Title

Duties

Employer

Address

Phone

Employer/Supervisor’'s Name

Salary (start)
Reason for leaving

Salary (finish)

Dates: From

To

References

Name

Street Address

Relationship

Phone

State

City/County

Name

Street Address

Relationship

Zip Code

Phone

City/County

State

Zip Code
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What Should Your
Cover | etter Do for You?

A cover letter should accompany each résumé. The cover letter should sum up what an applicant has to offer
and serve as an introduction to the résumé. It should answer the questions—Why should | hire you? It should grab
the employer’s attention and point out why you, above all other applicants, should be contacted for a personal
interview.

The following guidelines will help when writing a cover letter.

YOUR ADDRESS (Do not put your name here)
TODAY'’S DATE

Mr/Ms EMPLOYER’S NAME (If you don’t have one, get one!)
TITLE

COMPANY’S NAME

ADDRESS

Dear Mr/Ms EMPLOYER:

First Paragraph

This is the “why I’'m writing you” paragraph, which immediately tells the employer the position for which you
want to be considered. This paragraph is short—usually 2-3 sentences. Points to cover:

e Why you are writing and which position you are applying for.

¢ How you heard about the position is irrelevant unless it is a mutual contact or recruiting program. Do
not write, “I learned of this opportunity through the Career Services Office.”

e Show from your research why you are interested in this position or organization. The goal is to make a
connection—do this briefly and specifically or leave it out; sweeping statements will not work.

Second Paragraph

This is the “why I’'m qualified” paragraph. Highlight some of your most relevant experiences and qualities
as they relate to the position for which you are applying. Choose 2-3 points you want to make about specific
experiences/accomplishments or about general qualities you have exhibited, and provide specific examples to
support those points. This paragraph will change according to the job/employer for which you are applying. This is
usually the longest paragraph of the letter. You may break this paragraph into two if it looks too lengthy or if your
points work best in separate paragraphs. Points to ponder:

¢ The first sentence should be a hard-hitting opener. It is a quick introduction, which is accomplishment-
oriented and directed at the skills and qualifications needed for the job/industry.

¢ The body of the paragraph should provide evidence to back up what you’ve just claimed. List city-
specific jobs/internships/activities/projects and accomplishments associated with those experiences.

Mid-Atlantic Guide to Information on Careers



e Use your résumé to come up with some specifics, but NEVER reiterate passages from your résumé word
for word.

¢ Discuss why what you did is important to the employer. Relate the facts to the job. Strong examples are
important!

¢ The final sentence is a summary of what you’ve discussed above. It’s a good idea to mention the position
title and company name to bring the reader to the specific job in question.

Final Paragraph

This is a short 2-4 sentences paragraph. You should refer to the enclosed résumé, request an interview, and
let the reader know what will happen next (contact them within a specific period of time unless it is a recruiting
program). It is vital that you thank the reader for his/her time and consideration.

Sincerely,

Your Signature

Your Name

Enclosure(s)

Most employers will have potential employees fill out a work application when applying for a job. Employers use
this application to select people to interview for job openings. This application represents you and should be filled
out very carefully.

Make sure you write clearly and neatly, giving correct information about your education and skills. Also, indicate
the type of positions for which you are applying.

Usually an employer will require applicants to list the names of three people to serve as references regarding
education, skills, and character. Permission must be obtained from people before listing them as references. If
possible, names of relatives should not be used. Listing teachers, former employers, and good friends is preferred.
For each reference, the person’s name, address, telephone number, and occupational title should be given.
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Résumé

Hundreds of résumés
cross employers’ desks every
working day. Each has about
10 seconds to make an
impression on the employer.
How can you make sure it is
your résumé that catches the
employer’s attention?

A résumé is a concise summary of your qualifications and experiences targeted to a specific job or career goal.
A résumé is your opportunity to create a first impression that highlights your strengths to an employer. From this
first impression, the prospective employer will decide whether or not to interview you.

Be sure your résumé is:

No spelling or grammatical mistakes. Keep it clear and concise. Have someone proofread your

Well-written ; ; o
résumé before you give it to an employer.

Proper Length No more than two pages

Typed and professional in appearance. An employer should be able to glance over the résumé and

Attractive . ;
read the main points.

Relevant Include only information having to do with the job you are seeking or your career goals.

Personalized There is no o.ne correct way to write a résumé. Use the style and format that best reflects your needs
and accomplishments.

Appropriate InformaFlon ar'1d format mu§t confgrm to employer expectations. An artist, for example, may
appropriately include graphics, while a banker probably should not.

Balanced Include only data that will help you get an interview. Eliminate any information that may not act in

your favor such as age, religious affiliation, etc. Always ask yourself the question, “Will this bit of data
help get an interview?” If not, do not use it.

Before the résumé is written, time should be taken to do a self-assessment on paper—an outline of skills and
abilities as well as work experience and extracurricular/social activities. The assessment makes it easier to prepare a
thorough résumé.
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The Content of a Résumé:

All of the contact information should go at the top of a résumé.

Name Avoid nicknames

Address Use a permanent address: Parent’s address, a friend’s address, or the address to be used after
graduation if attending school, in the military, or if relocating.

Telephone Use a permanent telephone number and include the area code.

E-mail Add an e-mail address. Many employers will find it useful.

Website address A website should be included if the Web page reflects a person’s professional ambitions.

Objective or An objective tells potential employers the sort of work a person is hoping to do.

Summary
Be specific about the job wanted. For example: To obtain an entry-level position within a financial
institution requiring strong analytical and organizational skills.

Tailor the objective to each employer targeted/every job sought.

Education New graduates without a lot of work experience should list their education information first.

Alumni can list it after the work experience section.

The most recent education information is listed first.

Degree (A.S., B.S., B.A., etc.), major, institution attended, minor/concentration should be included.
Grade point average (GPA), if it is higher than 3.0, needs to be included.

Academic honors should be mentioned.

Work Experience The employer should be given a brief overview of the work that has taught a person skills. Action
words are used to describe job duties. Work experience is included in reverse chronological order—
that is, putting the most recent job first and work backward to the first relevant job. Included are:

e Title of position

e Name of organization

e Location of work (town, state)

e Dates of employment

e Description of work responsibilities with emphasis on specific skills and achievements
Other Information Some addition information might include:

e Key or special skills or competencies

e Leadership experience in volunteer organizations

e Participation in sports
References Be sure to ask individuals if they would be willing to be a reference for you prior to mentioning

their names to prospective employers. Names of individuals are not usually listed on the résumé,
but a list of at least three references should be available at the interview. This list should include
name, title, employer, address, business and home telephone number. A note may be made at the
bottom of the résumé: “References furnished upon request.”
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Résumé Checkup

Once the résumé has been written, it needs to be reviewed and critiqued by a career counselor or other
knowledgeable person. Certain steps can be followed to ensure quality:

Content Run a spell check on the computer before anyone sees the résumé.
Have a friend (preferably an English major) review grammar.
Have another friend proofread. The more people who see a résumé, the more likely that misspelled
words and awkward phrases will be seen and corrected.

Design The following tips will make a résumé easier to read and/or scan into an employer’s database:

Use white or off-white paper

Use 8%- x 11-inch paper

Print on one side of the paper

Use a font size of 10 to 14 points

Use non-decorative typefaces

Choose one typeface and stick to it

Avoid italics, script, and underlined words

Do not use horizontal or vertical lines, graphics, or shading
Do not fold or staple the résumé

If the résumé must be mailed, it should be put in a large envelope
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CurTis L. MclIveEr

12447 SoutH FOREST Ro4D * CAROLYN, VA 23927 « (434) 555-6143 * clmciver@mountain.com

OBJECTIVE
Seeking employment with an association as lobbyist or legal advisor.

EXPERIENCE

Virginia Tradesman’s Association
Consultant, 2003-present

* Advise association membership on legislative issues.
» Promote association’s goals and objectives.
* Supervise staff of 25 researchers and 5 writers.

» Meet with elected officials on behalf of association.
* Serve as expert witness in legal cases.

Manufactured Housing United
Legal Advisor, 2000-2003
* Advised union as to legal rights and practices.

* Represented clients in lawsuits and initiated legal action
* Drew up legal documents.

Epucation
St. Kyle’s University

Juris Doctor Degree, Law, 2000

Graduated Magna Cum Laude
St. David’s University

Master’s Degree, Business Administration, 1998
Graduated Summa Cum Laude
Aikman Polytechnic Institute

Bachelor’s Degree, Business Administration, 1996
Graduated Summa Cum Laude
OTHER INFORMATION

* Member of American Bar Association
* Member of Virginia Bar Association
* Certified Building Official

MEMBERSHIP/LICENSE
* Virginia Driver’s License
* Virginia Bar Association Certification
* Member of the American Bar Association

SPECIAL AWARD

* Phi Beta Kappa

REFERENCEsS—Available upon request
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] nterviewin g

Although an interview is a stressful
experience, consider it a form of recognition
and an opportunity to gain something valuable
without risking anything but time. Leaving
nothing to chance will be an important
advantage!

Bemco re

Prepare a job search kit

Collect a folder of things that may be needed. This
is where a personal portfolio could come in very handy!
Include:

% Birth certificate

Social Security card

Work permit (if applicable)
Driver’s license

Diploma

* Ok ot %

Personal data sheet with previous employment
information

»*

Several copies of your résumé

*

A copy of the job application. Make sure it is
neat and complete.

Letter of introduction you can carry in one hand or more elaborate than what
Letters of recommendation can be taken out of its case and presented in ten seconds
or less. Your portfolio should make you look good, not

Samples or portfolio of work, if appropriate
clumsy.

L g G

A black pen in case forms need to be completed

oratestis given Prepare for the interview

* Paper to take notes N . ) . .
P % Get clear direction to the interview site and arrive on

time—or early—for your meeting.

Just as a picture speaks a thousand words, so does * Attitude—Think positively and like a winner!
a sample brochure, photograph, or technical prototype. * Outfit—Wear appropriate, pressed, and clean
If you have samples that demonstrate your relevant clothing.
skills, bring those samples to the interview in a briefcase % Neatness—Have a comb, brush, and cosmetics to

or small bag. When the appropriate question is asked,
refer to your samples as a way of showing your talent.
The act of showing the interviewer something tangible
will change the pace of the interview and make a
memorable impression about your achievements. By
the way, don’t bring a sample if it’s larger than what * Breath—Check breath before interview.

touch-up.

* Body Scent—Smell good! Too much perfume or
aftershave can be offensive.

% Hair—Needs to be clean and combed.
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Self-knowledge

*

*

How do your education, training, knowledge, skills,
and abilities relate to the specific job?

What makes you different and better for the job than
other people?

What are your goals and objectives, including what
you’re looking for in a job and/or career?

What is your previous work experience?

What are the names of previous employers,
addresses, kinds of businesses, and telephone
numbers?

What are your dates of employment?
Who can give information about your performance?

What are the reasons you gave up or lost your
previous position(s)?

What were the elements of your job(s) you like the
best/least and why?

During

REMEMBER—your interview starts the minute you
walk in the company’s front door and lasts until you exit

Don't discuss your personal, domestic, or financial
problems or criticize former employers.

Be positive and enthusiastic; show interest.

Thank the interviewer(s) before leaving.

that door. So, keep your best foot forward from start to What kind of questions will be asked? Some typical
finish. guestions and ways they might be answered.

Respond with answers based on PAR (Problem,
Action, Result): What was a problem you faced? What
action did you take to solve it? What was the result?

To DO’s
% Prepare mentally (it’s okay to be nervous).

% Shake hands firmly
% What can | do for you? What kind of work are you

* Smlle,.esr?eually Yvhen .you.flrs't meet the mterwewer. looking for? These two questions should never
That first impression will stick in the manager’s mind . S .
; | ) come up if you walk right in, shake hands, introduce
oralong time. yourself, and tell something about the position you
% Try to have good posture that shows you’re alert and are looking for.
focu:eda A\'10|d negative body language. r:n otf;er , Please tell me something about yourself. Take a
words, don t.cross your arms over your ¢ est,. ont little time and think up a brief “me” commercial that
clench your fist, don’t clutch your purse or briefcase . . . .
bl g hing th oht ind . ) includes your positive points and work history. Talk
:g tly ordo ar.1yt ing t athmlg tindicate insecurity, about your skills, abilities, experience, background,
ostility, or resistance to change. and goals that you have accomplished—anything
*  Know the name(s) of the person(s) conducting the that qualifies you for the job opening. Don’t discuss
interview. family, hobbies, or anything that is not directly
% Listen carefully to everything the interviewer says, related to the job.
and ask questions when you don’t understand Can you provide good references? Call your
something. Understanding each question will help references to be sure that they will give you a very
you give the best response. positive reference and also suggest some strengths
% Take time to collect your thoughts before answering that they could emphasize to the employer.
the questions clearly, concisely, and honestly. What do you want to be doing five years from
% Maintain eye contact with the interviewer. now? Answer that you'd like to be working for their
* Give a good reason for hiring you. company in a position of responsibility.
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Why did you leave your last job? You should always
answer this question as positively as you can. Never
say anything bad about your last employer. If you
quit your job, why did you quit? Was it because of
downsizing, trying something different, or a career
change? You may have to be a little creative if there
was personality conflict. Be careful in replying,
because employers are hesitant to hire someone who
cannot get along with others. A point to remember:
some employers feel that someone who can discuss
their former employer positively, even though they
may have been fired, is worth hiring.

What would your last employer say about you?
List all of your transferable skills that pertain to the
position you’re applying for.

What are some of your strengths? You should have
your strengths in mind and provide some positive
examples to prove them.

What is your biggest weakness? Never admit a
weakness; turn a potential perceived weakness into a
strength factor whenever possible.

Why should I hire you when I've interviewed people
with much more experience than you have? You
should answer that you can’t speak for the other
people interviewed, but emphasize your strengths
and that you really want to work for the company.

What are you looking for in a starting salary? You
should ask what they pay for someone with your

experience or what they pay someone in this position.

What questions should | ask?

*

What are you looking for in the person you hire for
the position?

What are the possibilities of advancement in this
organization?

What are the job duties and responsibilities?

Is there anything else you need to know about me in
order for me to be fully considered for the job?

When is a decision to be made?

¢

\

A{:{?CF

What about a thank-you letter?

The day after the interview, write a thank-you letter
expressing appreciation to the interviewer for taking the
time to see you. Type neatly on your personal stationary.

If
weeks, call or write to politely remind him/her that you
are still interested in the job. Ask when a hiring decision
will be made.

Connor Roraback

1234 November Lane
Susan, Virginia 06013
Telephone: (804) 555-4234
croraback@aikman.com

June 1, 2008

Mr. George E. Seymour
Accounting Department
Wintergreen Insurance Company
301 West Rothmyer Street
Seymour, New York 01247

Dear Mr. Seymour:

Thank you for the interview and tour of your company last
week. | am impressed with the layout of the individual
workstations for the claims clerks and word processors. During
the interview, you stressed the necessity for accuracy in the
computer programming process. It is obvious the design of
your work area lends itself to this type of work. | know I could
work efficiently in your environment.

Wintergreen Insurance Company will be the ideal company to
launch my career as a computer programmer. | will be available
immediately to begin work with your firm. | hope to hear from
you soon.

Sincerely,

Connor Foraback

Connor Roraback

you don’t hear from the interviewer within two

How do | decide on a job offer?

If you are among the fortunate to be offered a job,
there is some information you may want to check before
accepting it. Do not hesitate to ask for information to
help make an intelligent decision as to whether to accept
the job.

Organization

*

*

Are the goals of the business or agency compatible
with your beliefs?

Are the immediate future prospects of the business
relatively secure and stable, or is bankruptcy, or a
merger possible?

Does the business fluctuate with the growth and
decline in the economy?
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Work

* Where is the job located?

% What are the work hours?

* How does it fit into the overall operation of the
organization?

% Does it fully utilize my abilities and interests?

* Is travel involved? If so, how much?

% How much turnover of personnel is there in the
organization?

Opportunities

% What are the training opportunities?

% What are the opportunities for challenge and
expansion of job duties?

Salary and Benefits

% What is the starting salary?

% How often and under what circumstances can a raise
be expected?

% What is the complete package of benefits?

% How financially secure is the retirement system?

How do | deal with rejection?

Someone else got that job you really wanted. This is
disappointing, but remember that most people receive
many more noes than yeses when seeking a job. What is
important is that you stay with your job search. You may
feel discouraged, but don’t quit until you succeed. And
succeed you will!

Could it have been any of the following that caused
you not to be hired?

% Lack of clear career goals and purposes. Or maybe
you have chosen the wrong goal: your goal doesn’t
match your skills or the job market.

* Inability to express information clearly.

% Failure to look interviewer in the eye; no confidence
or poise.

% Poor personal appearance.

* Asking uninformed questions about the job or the
company.

% Unwilling to start at the bottom.
* Sloppy application form.

% Arriving late for the interview.

How do | keep my new job?

You now have a job. It may not be the perfect job,
but you will be able to develop the skills and experience
that lead to a better one. Keeping a job takes just as
much, if not more, effort than getting one. Some hints:

Mid-Atlantic Guide to Information on Careers

Do good work

% Learn your job and do it well, every day.

% Make yourself invaluable.

% Lean a skill that few people in your workplace know.
Be dependable

% Beontime. If you say you’ll be somewhere, be there.
If you say you’ll do something, do it.

* If you must take a day off for family or personal
reasons, arrange it ahead of time with your boss.

* If you're too ill to work, call your boss and explain as
soon as you know you can’t come in.

Keep a good attitude

% Don’t always wait to be told what to do. Look
around, see what needs to be done, and do it. Be
willing to do more than you are asked to do.

% Be polite and respectful to your co-workers,
supervisors, and customers.

Be helpful

% If a supervisor needs you to help a co-worker on
a project, don’t hesitate. Not only is it great to be
known as a helpful person, but you'll learn a few
things and become an even more valuable employee
along the way!

Be a team player

% Support your co-workers; encourage others to
succeed; and use your strengths in the workplace.

Dress for success

% Pay attention to how you look and dress. Keep your
hair and general appearance neat and well groomed.

% Wear clean and pressed clothing that is right for your
job.

Don’t waste time or resources

% Limit your personal phone calls and conversations
with co-workers.

% Take your breaks at the scheduled times.

% Act responsibly; treat equipment and supplies as if
you had bought them yourself.

Keep your emotions under control

% Out-of-control anger or over-the-top dramatics are
not professional and could cost you your job.

Be diplomatic

% Use tact when discussing problems with others and
choose your timing when everyone is calm.

Treat everyone with respect

* Be honest. Stay positive. Your co-workers are your
teammates. Mutual respect is the key to a healthy
working environment.




You were successful in getting the job, and you’ll
have a paycheck coming to you. That’s great news! Now
you need to know “how much will
| get?” and “how much will | be
able to buy with it?”

It is not always easy to tell
each worker to expect an exact
amount of money in his or her
paycheck. For example, if you
were hired for a flat amount of
money paid for work performed
on an hourly or daily basis, you
receive a wage. Employees
working for wages may receive
varying amounts of pay, making
it difficult for them to budget
their incomes. If you receive your
money on a weekly, monthly,
or yearly basis, you receive a
salary. Salaried workers can
anticipate how much they will
be paid, making it easier for
them to budget. Both wages and
salaries can also be earned as tips,
commissions, or piece rates.

The total amount of money you earn is called gross
earnings. The amount you receive after deductions
is called net earnings. Deductions are amounts of
money the employer automatically takes out of your
gross earnings. The deductions include: Social Security,
income taxes, and other agreed-upon expenses. You
should also determine whether your earnings will
include uniforms, meals, company housing, business
expenses, or transportation.

There may be other types of payments from your
employer that should be considered when you make
a decision on a job offer. Money “in hand” should
not be the only measure of financial rewards. You
may also receive fringe benefits. Some of the fringe
benefits employees often receive are retirement plans,
health and life insurance, vacations, holidays, Worker’s
Compensation, sick leave, profit
sharing, and unemployment
compensation.

Before you make a final
commitment on a job offer, be
sure that you can support yourself
(and anyone else dependent on
your income) on the salary the
prospective employer is offering
you.

Budget Formula

1. Figure your income. How
much will you bring home each
pay period after taxes and other deductions? Be sure to
include supplementary income from part-time jobs, etc.

2. Figure your expenses. First, decide what
costs you must cover: Rent, utilities, loans, insurance
premiums, property taxes, etc., are generally fixed
expenses. On items that are only paid annually or semi-
annually, divide the total payment by the number of
pay periods to determine how much you need to save
out of each paycheck. Finally, calculate your day-to-day
expenses.
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3. Subtract expenses from income. Does your
income cover all of your expenses? If not, you must

either increase your income or reduce expenses. Start

Remember

with non-essential items. You may need to reduce fixed

items by moving to less expensive quarters or giving up

an expensive automobile.

4. Set up a budget. You can use the Monthly
Budget Plan on page 92 to help set up your budget.

SRl B
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% Base your spending plan on realistic

estimates of your own income and needs.

% Put some of your take-home pay aside
to cover emergencies and unexpected

expenses.

% Keep records of what you earn and spend.

% Periodically review and revise your budget
plan to fit changing needs.

The deductions from your paycheck make a great difference in the amount you have to spend. This sample pay stub shows
the deductions from an employee who earns 522 per hour and gets paid twice a month.
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Check Number Period Ended | Department Employee Name SSN
060143 12/24/2008 EIS/LMDA Michael Hasbrouck 217-04-1966
Standard Gross YTD
Rate Total Hours Taxable Pay Total Deductions Gross Net Pay
22.00 80 1,760.00 594.48 42,240 1,165.52
EARNINGS DEDUCTIONS
Earnings Taxes/
Type Hours/Unit Amount State Exempt Deductions Current YTD
FICA 134.64 3,231.36
Federal Tax 198.00 4,752.00
VA Tax 84.48 2,027.52
Regular 80.0 1,760.00 MD?2 OASDI 107.36 2 576.64
U.S. Bonds 50.00 1,200.00
Parking 20.00 480.00
. Beginning
V2T 5 S A A Balance Earned Used End Balance

Annual 402.0 9.0 0.0 411.0
Sick Personal 277.0 5.0 0.0 282.0
Overtime 0.0 0.0 0.0 0.0
Compensatory 44.0 40.0




INCOME

Monthly Earnings (gross)

Payroll Deductions

Take-Home Pay (net)

EXPENSES

Housing

Rent/mortgage

Utilities

Phone (Incl. Cell Phone)

Cable and Internet Services

Other

Food (includes non-food items like shampoo, detergent, etc.)

Transportation

Car

Insurance

Licenses, personal property taxes

Public Transportation

Other

Health Care

Doctor bills

Prescriptions not covered by employee benefits

Other

Savings (education, trips, emergencies, etc.)

Entertainment

Hobbies (music, books, etc.)
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Sports
Restaurants
Other
TOTAL EXPENSES —$
YOUR BALANCE $
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